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REQUEST FOR PROPOSAL

ESC-0353-24
CREATING TRAINING CONTENT AND PROVIDING A
SAAS LEARNING MANAGEMENT SYSTEM
for
City of Jacksonville, Florida
and
Duval County Supervisor of Elections

SECTION 1
(Specific Information Regarding this RFP)

Introduction.

The City of Jacksonville and the Duval County Supervisor of Elections (“Buyer”) intend to hire an individual or
firm (“Contractor”) to provide the services described in Section 1.2 of this Request for Proposal (“RFP”). Persons
interested in submitting a response to this RFP (a “Response”) should carefully review this RFP for instructions
on how to respond and for the applicable contractual terms. This RFP is divided into the following sections:

Section 1 Specific Information Regarding This RFP

Section 2 General Instructions

Section 3 General Terms and Conditions of Agreement

Section 4 Description of Services (if referenced in Section 1.2 below)
Section 5 Exhibits, if applicable

Attachment A Response Format

Attachment B Evaluation Matrix

Attachment C  Equal Business Opportunity Program Requirements

Attachment D Sample Contract

Attachment E  Disqualified / Probationary Suppliers List

Attachment F  Federal Funding Provisions (if applicable under Section 1.7 below)
Attachment G Indemnification

Attachment H Insurance Requirements

Attachment] Protest Procedures

Form1 - Price Sheet

Form 2 - Conflict of Interest Certificate
Form 3 - Business References

Form 4 - No Bid Survey

Appendix A Handbook for Precinct Managers - 2024
Appendix B Precinct Manual for Poll Officials - 2024

In the event of conflicting provisions, the following sections of this RFP will have priority in the order listed:
Section 1, Section 4, Section 2, Section 3, the Attachments, and the Forms.

Scope of Services.
The services sought under this RFP are generally described as follows:

The Duval County Supervisor of Elections Office (SOE) is soliciting responses from qualified contractors who can
create training content that follows Appendix A - Handbook for Precinct Managers - 2024 and Appendix B -
Precinct Manual for Poll Officials - 2024, herein.

Please see Section 4 for a full description of the services and deliverables required under this RFP.
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1.3 Term of Agreement.
The initial term of agreement will commence upon the date of award and will continue for one (1) year. Buyer
will have the option to renew such agreement for up to two (2) additional one-year renewal options upon
satisfactory performance by Contractor. The Contract is subject to early termination as set forth elsewhere in this
RFP.

14 Minimum Requirements for Contractors.
Contractors must satisfy the following mandatory minimum requirements in order to have their Responses
evaluated. By submitting a Response, Contractor warrants and represents that it satisfies these requirements.
Failure to meet these requirements will result in the Response not being evaluated and being rejected as non-
responsive:

1. Contractor must have at least three (3) years of experience implementing online training content for elections
offices in the United States, preferably with a voter population greater than 500,000.

2. Contractor must provide a minimum of three (3) contactable, favorable references who will verify the
information provided. COJ reserves the right to contact said references.

1.5 Equal Business Opportunity Program.
It is an official policy of the City of Jacksonville to encourage the maximum participation of Jacksonville Small
and Emerging Businesses (JSEBs) in its contract awards based upon availability. To participate as a JSEB on
Buyer projects, a company must be certified as a JSEB with the City’s Equal Business Opportunity Office.

This RFP and the resulting Contract are subject to requirements of the “Encouragement Plan,” which is fully
described on Attachment C to this RFP.

Contractors may contact Buyer’s Equal Business Opportunity Office at (904) 255-8840 or find the JSEB directory
on Buyer’s website. Please contact the Contact Person identified in Section 1.12 if you are uncertain of Buyer’s
website address or if you experience problems accessing it.

1.6 Documents Available for Inspection.
N/A.

1.7 Federal Funds.
N/A.

1.8 Pre-Bid Meeting.
N/A.

1.9 Response Due Date.
The deadline for submitting responses to this RFP is Wednesday, April 3, 2024 at 2:00 p.m. EDT. Please see
Sections 2.3 and 2.4 for more details.

1.10 Response Delivery Location.
Responses must be delivered to the following location:

City of Jacksonville, Procurement Division
Ed Ball Building, 214 N. Hogan Street, Suite #105 (13t Floor)
Jacksonville, Florida 32202

1.11 Response Opening.
Responses received shall be publicly announced and recorded at 2:00 PM on the Response Due Date in Room
#825, 8th Floor, Ed Ball Building, 214 N. Hogan Street, Jacksonville, FL 32202.
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Contact Person.
If any questions arise during the bidding period of this RFP, contact David Klages, Purchasing Analyst, at phone
number (904) 255-8813 or by email at dklages@coj.net.

The deadline for questions is Monday, March 25, 2024. Please submit questions as early as possible.
Please refer to Section 2.9 for further information on who may and may not be contacted regarding this RFP.
Questions and Requests for Amendments.

Any questions, requests for information or requests for amendments to this RFP must be submitted in accordance
with Section 2.2 of this RFP.

Special Instructions.
N/A.

Special Contract Terms.
N/A

Formal Demonstrations.
The Supervisor of Elections Office may request a demonstration of the content prior to entering into contract
negotiations.

(Remainder of page intentionally left blank)
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Section 2
General Instructions
(RFP for CSPEC Services)

Contents
21 Application of Chapter 126 and Other Laws
2.2 Questions and Requests for Amendment to RFP

23 Format/Content of Responses
24. Submission of Responses
2.5 Evaluation of Responses

2.6 Award of Contract

2.7 Terms of Agreement

2.8 Public Meetings and Special Accommodations

29 Ex-Parte Communication.

210  Cost of Developing RFP Response

211  Response Ownership.

212  Public Records Law; Process for Protecting Trade Secrets and Other Information
213  Multiple Responses from Same Contractor; No Collusion.

214  Conflict of Interest.

215  Convicted Vendor List

216  Discriminatory Vendor List

217  Contractor Representations

2.18 Protests

219  Prohibition Against Considering Social, Political, or Ideological Interests in Government Contracting

21 Application of Chapter 126 and Other Laws. The selection of and contracting with a Contractor under the RFP
will be in accordance with Part 2 of Chapter 126, of the Jacksonville Ordinance Code. Other provisions of federal,
state, county and local laws, and administrative procedures, policies or rules may apply to the RFP and any
claims or disputes arising hereunder. Lack of knowledge of the law or administrative procedures, policies, or
rules by any Contractor shall not constitute a cognizable defense against their effect.

2.2 Questions and Requests for Amendment to RFP. If a Contractor (i) has questions about the RFP, (ii) finds
discrepancies, omissions or ambiguities in the RFP, or (iii) believes any term or condition of the RFP is
unreasonable, Contractor should request an amendment to the RFP. The request should reference the RFP section
at issue and include any specific language that Contractor recommends using.

All requests for amendment must be submitted to the Contact Person in writing (via US mail, courier, e-mail, or
hand delivery) and, unless otherwise specified in the RFP, be received by the Contact Person at least ten (10)
calendar days before the Response Due Date. Questions and requests for amendments directed to the Contact
Person or to any other Buyer personnel shall not constitute a formal protest of the RFP. Failure to request an
interpretation or change will be considered evidence that Contractor understands and agrees to the provisions of
the RFP.

The posting of a written amendment is the only official method by which interpretations, clarifications, changes
or additional information will be given by Buyer prior to the opening of Responses. Any other interpretation,
clarification, change or information will have no legal effect.

Buyer reserves the right to amend, cancel or reissue the RFP at its discretion. This includes the right to change
the Response Due Date and the Contract award date. Notice of all amendments and cancellations will be
posted on Buyer’s website (please contact the Contact Person if you are uncertain of the website address or if
you experience problems accessing it). Contractor is responsible for monitoring this website for new or
changing information.
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Format/Content of Responses.

A. If a Response Format is specified in the RFP, Contractors should follow that format.

B. Responses should be prepared simply and economically, providing a straightforward, concise description
of Contractor’s ability to provide services sought by the RFP. Unnecessary brochures, artwork, expensive paper,
and presentation aids are discouraged. Bindings and covers will be at Contractor’s discretion.

C. When responding to specific questions, please reprint each question in its entirety before the response.
D. Responses shall be in ink or typewritten. All corrections must be initialed.
E. Response shall be limited to a page size of 8%2" x 11". Font size less than 11-point is discouraged. The

Response shall be indexed and all pages sequentially numbered.

F. Except as may be specifically requested in the Response Format, Contractor may not impose any
additional terms or conditions to any aspect of the RFP. Buyer objects to and shall not be required to consider
any additional terms or conditions submitted by Contractor, including any appearing in the Response. In
submitting a Response, Contractor agrees that any additional terms or conditions shall have no force or effect.
Any failure to comply with the terms and conditions of the RFP, including those specifying information that must
be submitted with a Response, may result in rejection of the Response. If Contractor desires a change or
clarification to the terms or conditions of the RFP, Contractor must follow the process set forth in Section 2.2
(“Questions and Requests for Amendments”).

G. Unless otherwise requested by Buyer, Contractors should make only one proposal for each RFP item.
Multiple offerings, alternates (unless any are specifically requested by Buyer) and/or stipulations may be cause
for rejection of a Response.

H. Price offerings shall be inclusive of ALL costs (including but not limited to administrative cost for
submission of all required paperwork on Buyer’s behalf and any other costs) and will be the only compensation
given to Contractor for the required services herein.

L All prices submitted under the RFP shall be indelible. The use of correction fluid or erasures to correct
line item bid prices and/or quantities are not acceptable. Corrections must be by lineout of the incorrect figures,
writing in of correct figures, and initialing of the corrections by the originator. Correction fluid or erasure
corrected bids will be considered non-responsive for the corrected item(s) only, and may render the entire
Response as nonresponsive.

J. Failure to sign any form requiring a signature may be grounds for rejecting a Response.

Submission of Responses.

A. The location and deadline for submitting Responses are set forth in Section 1 of the RFP. Contractors are
fully responsible for meeting these requirements. Reliance upon mail or public carrier is at Contractor’s risk. Late
responses will not be considered.

B. Contractor shall submit:

1) One (1) original signed version of its Response clearly marked as “ORIGINAL.” The Response must
be signed by an officer or employee having authority to legally bind Contractor.

2) Three (3) paper (“hard”) copies of the entire Response. Copies must be exact duplicates of the
original.

3) One (1) digital scanned copy (in .PDF format) of the entire Response on a flash drive. The scanned
copy must be one complete file, not a series of files, and be an exact duplicate of the original.
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4) One (1) REDACTED scanned copy of the Response (if necessary, pursuant to Section  2.12).
This copy should be marked “Confidential - Trade Secret” or =~ something comparable to alert the
reader of Contractor’s claim of a public records exemption.

All copies are to be placed in a sealed package. The outside must be marked with (i) the RFP title and number,
and (ii) Contractor’s name, address, contact person, and telephone number.

It is the sole responsibility of each Contractor to assure all copies are EXACT duplicates of the original Response.
Photocopies or CD copies will be used for the purpose of evaluating the Responses. Any information contained in
the original Response which has not been transferred to the CDs or photocopies will NOT be considered. The
original document will be used solely for official record keeping and auditing purposes.

Evaluation of Responses.

A. Buyer will determine the qualifications, interest and availability of Contractors by reviewing all
Responses and, when deemed necessary in the sole discretion of Buyer, by conducting formal interviews
of selected Contractors.

B. Before making an award, Buyer reserves the right to seek clarifications, revisions, and information it
deems necessary for the proper evaluation of Responses. Failure to provide any requested clarifications,
revisions or information may result in rejection of the Response.

C. Buyer reserves the right to accept or reject any and all Responses, or separable portions thereof, and to
waive any minor irregularity, technicality, or omission if Buyer determines that doing so will serve
Buyer’s best interests. Buyer may reject any Response not submitted in the manner specified by the RFP.

Award of Contract.

A. The process for contract award is set forth in Jacksonville Ordinance Code Sections 126.204. Generally,
Buyer will award the Contract to the responsible and responsive proposer whose Response is determined
in writing to be the most advantageous to the City of Jacksonville, based solely on the relative importance
assigned to price and of the criteria set forth in Attachment B. The award may be contingent on the
outcome of direct negotiations under Section 126.201(d)(4) and 126.201(n), Ordinance Code.  If an
agreement cannot be reached with the highest ranked Contractor, Buyer reserves the right to make an
award to the next highest ranked Contractor or subsequent Contractor(s) until an agreement is reached.

B. Buyer may make an award within sixty (60) days after the date the Responses are due, during which
period the Responses shall remain firm and shall not be withdrawn. Any Response that expresses a
shorter duration may, in Buyer's sole discretion, be accepted or rejected. If award is not made within sixty
(60) days, the Response shall remain firm until either the Contract is awarded or Buyer receives from
Contractor written notice that the Response is withdrawn. [Note: Withdrawal of a Response may be
requested within 72 hours (excluding State holidays, Saturdays and Sundays) after the date and time
Responses are due. Buyer will not accept an amended Response after the date and time Responses are
due.]

C. Except as may otherwise be expressly set forth in the RFP, Buyer intends to award one contract, but
reserves the right to enter into a contract with multiple Contractors or to reject all Responses.

D. Based on the evaluation results, Buyer shall electronically post a notice of intended award at Buyer’s
website. Please contact the Contact Person if you are uncertain of Buyer’s website address or if you
experience problems accessing it. Any person who is adversely affected by the decision shall file with
Buyer a notice of protest in accordance with the Protest provisions of the RFP. Buyer does not intend to
provide tabulations or notices of award by telephone.

Terms of Agreement. After award to the successful Contractor, Buyer and Contractor will promptly enter into a
written agreement (the “Contract”) incorporating the terms of the RFP, the successful Response, and other terms
and conditions as may be agreed to between the parties. To the extent the Response contains exceptions to or
modifications of the RFP, such exceptions or modifications are stricken unless Buyer affirmatively accepts the
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exceptions or modifications in the Contract. The Contract will be substantially in the form set forth in an
attachment to the RFP. Buyer will not be obligated to pay Contractor for the RFP services until the Contract is
signed by both parties. Buyer retains the right to reject all bids and/or amend its notice of award at any time
prior to the full execution of the Contract.

If the successful Contractor fails to perform the Services as agreed, Buyer reserves the right to (i) issue a new
solicitation for the Services; (ii) reopen the RFP for the purpose of awarding a second contract to another
Contractor in accordance with the criteria and processes set forth herein; and/or (iii) take such other actions
permitted by law.

2.8 Public Meetings and Special Accommodations. Any meetings of the RFP evaluation committee (i.e., the
Competitive Sealed Proposal Evaluation Committee), shall be noticed on Buyer’s website and shall comply with
Florida’s Open Meetings Laws. Please contact the Contact Person if you are uncertain of Buyer’s website address
or if you experience problems accessing it. Persons requiring a special accommodation because of a disability
should contact the Contact Person identified in Section 1 at least forty-eight (48) hours prior to the meeting.

2.9 Ex-Parte Communications. Communications regarding the RFP by a potential vendor, service provider, bidder,
lobbyist or consultant to City employees, staff, or hired consultants are prohibited. This prohibition includes
communications with the Buyer’s Office of General Counsel unless the Contact Person has authorized those
communications in advance. Violations may result in the rejection/disqualification of a Response.

These prohibitions on ex-parte communications do not apply to the following:

* communications regarding the RFP to the Chief of the Procurement Division or the Contact Person,
provided the communication is limited strictly to matters of process or procedure already contained in
the RFP.

* communications with the City employee responsible for administering the Jacksonville Small Emerging
Business Program, provided the communication is limited strictly to matters of programmatic process or
procedures.

* communications at any pre-bid conferences.

* communications with the Office of Inspector General and his/her staff regarding any perceived
inefficiency, misconduct or abuse by City employees.

* presentations before publicly noticed committee meetings.
* contract negotiations during any duly noticed public meeting.

* any duly noticed site visits to determine competency of bidders during the period between bid opening
and issuance of the Chief of Procurement Division’s written recommendation.

* communications that are necessary for, and solely related to, the ordinary course of business concerning
Buyer’s existing contract(s) for the materials or services addressed in the RFP.

The period for these prohibitions commences upon the advertisement of the RFP and terminates after the Chief of
the Procurement Division issues a written recommendation to the corresponding awarding committee. If the
awarding committee refers the Chief's recommendation back for further review, the prohibitions shall be
reinstated until such time as the Chief issues a subsequent recommendation.

210  Cost of Developing RFP Response. All costs related to the preparation of Responses and any related activities
are the sole responsibility of Contractor. Buyer assumes no liability for any costs incurred by Contractors
throughout the entire selection process.

211 Response Ownership. All Responses, including attachments, supplementary materials, addenda, etc., shall
become property of Buyer and shall not be returned to Contractor. Buyer will have the right to use any and all
ideas or adaptation of ideas presented in any Response. Acceptance or rejection of a Response shall not affect this
right.
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2.12 Public Records Law; Process For Protecting Trade Secrets and Other Information. Article 1, Section 24, Florida
Constitution, guarantees every person access to all public records, and Section 119.011, Florida Statutes, provides
a broad definition of public records. As such, all responses to the RFP are public records unless exempt by law. If
Contractor considers any portion of its Response to be exempt from disclosure under Florida law, Contractor
must provide Buyer with a separate redacted copy of the Response and briefly describe in writing the grounds for
claiming exemption from the public records law, including the specific statutory citation. Contractor shall be
responsible for defending its determination that the redacted portions of its Response are confidential, trade
secret or otherwise not subject to disclosure. Further, Contractor shall protect, defend, and indemnify Buyer for
any and all claims arising from or relating to Contractor’s determination that the redacted portions of its
Response are confidential, trade secret or otherwise not subject to disclosure. If Contractor fails to submit a
Redacted Copy with its Response in accordance with Section 2.4 above, Buyer is authorized to produce the entire
Response in answer to a public records request.

In accordance with Section 119.0701, Florida Statutes, the Contractor shall:
(@) Keep and maintain public records required by City to perform the services; and

(b) Upon request from City’s custodian of public records, provide City with a copy of the requested records or
allow records to be inspected or copied within a reasonable time at a cost that does not exceed the cost
provided for in Chapter 119, Florida Statutes, or as otherwise provided by law; and

(c) Ensure that public records that are exempt or confidential and exempt from public records disclosure
requirements are not disclosed except as authorized by law for the duration of the Contract term and
following completion of this Contract if Contractor does not transfer the records to City; and

(d) Upon completion of this Contract, transfer to City at no cost all public records in possession of Contractor or
keep and maintain public records required by City to perform the service. If Contractor transfers all public
records to City upon completion of this Contract, Contractor shall destroy any duplicate public records that
are exempt or confidential and exempt from public records disclosure requirements. If Contractor keeps and
maintains public records upon completion of this Contract, Contractor shall meet all applicable requirements
for retaining public records. All records stored electronically must be provided to City upon request from
City’s custodian of public records in a format that is compatible with City’s information technology systems.

The above requirements apply to a “Contractor” as defined in Section, 119.0701, Florida Statutes.

IF CONTRACTOR HAS QUESTIONS REGARDING THE APPLICATION OF
CHAPTER 119, FLORIDA STATUTES, TO THE CONTRACTOR’S DUTY TO
PROVIDE PUBLIC RECORDS RELATING TO THIS CONTRACT, CONTACT
THE CITY’S CUSTODIAN OF PUBLIC RECORDS AT (904) 255-7674;
PRR@WCOJ.NET; CITY OF JACKSONVILLE, PUBLIC RECORDS REQUEST,
214 N. HOGAN STREET, SUITE 1180, JACKSONVILLE, FLORIDA 32202.

2.13 Multiple Responses from Same Contractor; No Collusion. More than one Response from an individual, firm,
partnership, corporation or association under the same or different names is not permitted. Reasonable grounds
for believing that a Contractor is involved in more than one Response for the same work will be cause for
rejection of all Responses in which such Contractor is believed to be involved. Any or all Responses will be
rejected if there is reason to believe that collusion exists between Contractors. Responses in which the prices
obviously are unbalanced will be grounds for rejection.
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Conflict of Interest. Section 126.110 of the Jacksonville Ordinance Code requires that a public official who has a
financial interest in a bid or contract make a disclosure at the time that the bid or contract is submitted or at the
time that the public official acquires a financial interest in the bid or contract, including but not limited to the
public official’s name, public office or position held, bid or proposal number, and the position or relationship of
the public official with the bidder or Contractor. The parties will follow the provisions of Section 126.110,
Jacksonville Ordinance Code, with respect to required disclosures by public officials who have or acquire a
financial interest in a bid or contract with Buyer, to the extent the parties are aware of the same. All Contractors
must submit the Conflict of Interest Certificate attached to the RFP.

Convicted Vendor List. A person or affiliate placed on the State of Florida convicted vendor list pursuant to
Section 287.133, Florida Statutes, following a conviction for a public entity crime may not do any of the following
for a period of 36 months from the date of being placed on the convicted vendor list:

e submit a bid on a contract to provide any goods or services to a public entity;

e submit a bid on a contract with a public entity for the construction or repair of a public building or public
work;

e submit bids on leases of real property to a public entity;

e be awarded or perform work as a contractor, supplier, subcontractor, or consultant under a contract with
any public entity; and

e transact business with any public entity in excess of the Category Two threshold amount provided in
Section 287.017, Florida Statutes.

Discriminatory Vendor List. An entity or affiliate placed on the State of Florida discriminatory vendor list
pursuant to Section 287.134, Florida Statutes, may not:

e submit a bid on a contract to provide any goods or services to a public entity;

e submit a bid on a contract with a public entity for the construction or repair of a public building or public
work;

e submit bids on leases of real property to a public entity;

e Dbe awarded or perform work as a contractor, supplier, sub-contractor, or consultant under a contract with
any public entity; or

e transact business with any public entity.
Contractor Representations. In submitting a Response, Contractor understands, represents, and acknowledges

the following (if Contractor cannot so certify to any of following, Contractor shall submit with its Response a
written explanation of why it cannot do so).

e Contractor currently has no delinquent obligations to the City of Jacksonville or any of its independent
agencies.

e The Response is submitted in good faith and without any prior or future consultation or agreement with
any other respondent or potential respondent;

e To the best of the knowledge of the person signing the Response, neither the Contractor, its affiliates,
subsidiaries, owners, partners, principals or officers:

o is currently under investigation by any governmental authority for conspiracy or collusion with
respect to bidding on any public contract;

o is currently under suspension or debarment by any governmental authority in the United States;

o has within the preceding three years been convicted of or had a civil judgment rendered against it, or
is presently indicted for or otherwise criminally or civilly charged, in connection with (i) obtaining,
attempting to obtain, or performing a federal, state, or local government transaction or public
contract; (ii) violation of federal or state antitrust statutes; or (iii) commission of embezzlement, theft,
forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen
property; or
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o has within the preceding three-year period had one or more federal, state, or local government
contracts terminated for cause or default.

o If this Agreement is for goods or services of $1 million or more, the City, pursuant to Section 287.135(3)(c),

Florida Statutes, may terminate this Agreement at City’s option if Contractor:
(a). Is found to have submitted a false certification under Section 287.135(5), Florida Statutes;

(b). Has been placed on the Scrutinized Companies that Boycott Israel List created pursuant
to Section 215.4725, Florida Statutes, or is engaged in a boycott of Israel;

(). Has been placed on the Scrutinized Companies with Activities in Sudan List or the
Scrutinized Companies with Activities in the Iran Petroleum Energy Sector List created
pursuant to Section 215.473, Florida Statutes; or

(d). Has been engaged in business operations in Cuba or Syria.
Contractor has read and understands the RFP terms and conditions, and the Response is submitted in
conformance with those terms and conditions.

All representations made by Contractor to Buyer in connection with the RFP have been made after a diligent
inquiry of its employees and agents responsible for preparing, approving, or submitting the Response.

Contractor shall indemnify, defend, and hold harmless Buyer and its employees against any cost, damage,
or expense which may be incurred or be caused by any error in the Response.

All information provided by, and representations made by, Contractor are material and important and may
be relied upon by Buyer in awarding the Contract.

Protests. Any protest concerning the RFP shall be made in accordance with the Procurement Protest Procedures
established pursuant to Section 126.106(e) of the Jacksonville Ordinance Code. A full copy of the procedures is
available on Buyer’s website and can also be obtained by contacting Buyer’s Contact Person. Please contact the
Contact Person if you are uncertain of Buyer’s website address or if you experience problems accessing it.
Questions and requests made to the Contact Person shall not constitute formal Notice of Protest.

The Procurement Protest Procedures include the following provisions:

a Protestant shall have 10 business days after the posting of a solicitation or 48 hours after the posted date
and time of a pre-bid or pre-proposal conference, whichever is earlier, or 48 hours after the posting of an
amendment, in which to file a written Notice of Protest in order to timely challenge the requirements, terms
and/or conditions contained in bid or proposal documents, including without limitation any provisions
governing or establishing: (i) the basis for making the award in question; (ii) evaluation criteria; (iii)
equipment, product, or material specifications; (iv) proposed project schedules; (v) statements regarding
participation goals or other equal opportunity measures; or (vi) other general solicitation or project
requirements.

a Protestant shall have 48 hours after either the posting or written notification of a decision or intended
decision, whichever is earlier, in which to file a written Notice of Protest in order to timely challenge or seek
relief from a . . . recommended conclusion to any bid or proposal solicitation process, including without
limitation: (i) a recommendation to reject a bid or proposal; (ii) a contract award; or (iii) the short-listing of
bidders or proposers.

A written Notice of Protest shall: (i) be addressed to the Chief [of Jacksonville’s Procurement Division]; (ii)
identify the solicitation, decision, or recommended award in question by number and title or any other
language sufficient to enable the Chief to identify the same; (iii) state the timeliness of the protest; (iv) state
Protestant’s legal standing to protest; and (v) clearly state with particularity the issue(s), material fact(s) and
legal authority upon which the protest is based.

At the time of filing a timely Notice of Protest, a Protestant may request an extension of three (3) business
days after the date its Notice of Protest is timely received, in which to provide supplemental protest
documentation. Failure to do so or to timely submit the supplemental protest documentation shall
constitute a waiver of any right to same.



ESC-0353-24

e The timely filing of a Notice of Protest shall be accomplished when said notice is actually received by the
Procurement Division within the applicable time limitation or period contained herein. Filing a notice may
be accomplished by manual transfer via hand-delivery or mail to the Chief of Procurement Division at 214
North Hogan Street, Suite 899, Jacksonville, Florida 32202, or by electronic transfer via facsimile to (904)
255-8837. The responsibility and burden of proof that its Notice of Protest has been timely and properly
received shall rest with the Protestant, regardless as to the method of delivery employed.

2.19 Prohibition Against Considering Social, Political, or Ideological Interests in Government Contracting. Pursuant
to Section 287.05701, Florida Statutes, as amended, Contractor is hereby notified that the City in awarding contracts to
vendors may not:

(a) Request documentation or consider a vendor’s social, political, or ideological interests when determining if the vendor is
a responsible vendor; and

(b) Give preference to a vendor based on the vendor’s social, political, or ideological interests.

(Remainder of page intentionally left blank)
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3.1. Provision of Services. Contractor shall provide Buyer with all of the services and deliverables described in the
RFP, the Response and the resulting Contract (collectively, the “Services”). If any services, functions or responsibilities
are not specifically described in the RFP, the Response or the resulting Contract but are necessary for the proper
performance and provision of the Services, they shall be deemed to be implied by and included within the scope of the
Services to the same extent and in the same manner as if specifically described herein.

3.2, Relationship of the Parties. In performance of the Services, Contractor shall be acting in the capacity of an
independent contractor and not as an agent, employee, partner, joint venture or associate of Buyer. Contractor shall be
solely responsible for the labor, supplies, materials, means, methods, techniques, sequences and procedures utilized to
perform the Services in accordance with the Contract.

3.3. Buyer’s Right to Make Changes. Buyer may unilaterally require, by written order, changes altering, adding to,
or deducting from the Services (“Changes”), provided that such Changes are within the general scope of the Contract.
Buyer will make an equitable adjustment in the Contract price or delivery date if the Change materially affects the cost or
time of performance. Such equitable adjustments require the written consent of Contractor, which shall not be
unreasonably withheld. The Parties will cooperate with each other in good faith in discussing the scope and nature of the
Change, the availability of Contractor personnel, the expertise and resources to provide such Change, and the time period
in which such Change will be implemented.

3.4. Service Warranties. Contractor warrants that the Services shall be performed and delivered in a professional,
first-class manner in accordance with the Contract and the standards prevailing in the industry. Contractor shall also
undertake the following actions without additional consideration during the term of the Contract and for one year
thereafter: (i) promptly making necessary revisions or corrections to resolve any errors and omissions on the part of
Contractor; and (ii) conferring with Buyer for the purpose of interpreting any of the Services or information furnished.
Acceptance of the Services by Buyer shall not relieve Contractor of these responsibilities. The warranties and covenants
in this paragraph will extend to all subcontractors as well.

The foregoing warranties and covenants shall not apply (i) with respect to any portions of the Service that have
been produced by anyone other than Contractor or its subcontractors; (ii) to any modifications made by anyone other
than Contractor or its subcontractors or without Contractor's specific prior written consent; or (iii) to any use of the
Service in a manner or for any purpose other than those contemplated in the Contract. EXCEPT AS EXPRESSLY
STATED IN THE CONTRACT, THERE ARE NO WARRANTIES, EXPRESS OR IMPLIED, INCLUDING WITHOUT
LIMITATION ANY IMPLIED WARRANTIES REGARDING MERCHANTABILITY OR FITNESS FOR A
PARTICULAR PURPOSE. CONTRACTOR’S WARRANTIES EXTEND SOLELY TO BUYER.

3.5. Buyer Will Assist Contractor. At Contractor’s request, Buyer will provide reasonable assistance and cooperation
to Contractor, including the supply of any data and information necessary for Contractor to provide the Services. Buyer
will also designate a Contract Manager who will, on behalf of Buyer, work with Contractor and administer the Contract
in accordance with its terms.

3.6. Location Requirements for Services. Unless otherwise stated in the RFP or the Response, the majority of the
Services shall be performed within Duval County, Florida and no Services will be performed outside of the United States.
These restrictions may be modified in writing if Buyer determines, in its sole discretion, that the restrictions impose an
undue burden on Contractor’s ability to perform the Services as contemplated in the Contract.

3.7. Use of Subcontractors; Flow-Down Provisions. Except to the extent the use of subcontractors is disclosed in the
Response or consented to in writing by Buyer, Contractor shall not be allowed to subcontract or assign any of its duties
and obligations hereunder. In all cases, Contractor will be responsible for the acts or omissions of its subcontractors.
Contractor will ensure that all relevant contractual obligations will flow down to the subcontractors and will be
incorporated into the subcontracts (including the obligations relating to insurance, indemnification, delays, intellectual
property rights, public records, non-discrimination, audits, security, location of services, termination, transition
assistance, warranties, and the manner in which the Services are to be performed).

3.8. Meetings and Reports. Contractor must attend all meetings and public hearings relative to the Services where
its presence is determined to be necessary and requested by Buyer and Contractor can reasonably schedule its
appearance. Unless otherwise agreed, Contractor shall provide a monthly report summarizing Contractor’s performance.
Contractor shall provide other periodic reports respecting the Services as Buyer reasonably requests.
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3.9. Ownership of Works.

(@) As used in Sections 3.9 and 3.10, the term “Work” shall mean each deliverable, drawing, design,
specification, rendering, notebook, tracing, photograph, reference book, equipment, expendable equipment and material,
negative, report, finding, recommendation, data and memorandum of every description, shared with or delivered to
Buyer pursuant to the Contract.

(b) With the exception of Contractor’s pre-existing intellectual capital and third-party intellectual capital as
described in Section 3.10 below, Buyer shall own all right, title and interest, including ownership of copyright (limited to
the extent permitted by the terms of any governing licenses), in and to each Work including, but not limited to, software,
source code, reports, deliverable, or work product developed by Contractor specifically for Buyer in connection with the
Contract, and derivative works relating to the foregoing. The use of these Works in any manner by Buyer shall not
support any claim by Contractor for additional compensation.

(o) Each Work, and any portion thereof, shall be a "work made for hire" for Buyer pursuant to federal
copyright laws. Any software, report, deliverable, or work product as used in connection with the Work, but previously
developed by Contractor specifically for other customers of Contractor or for the purpose of providing substantially
similar services to other Contractor customers, generally shall not be considered "work made for hire", so long as the
foregoing are not first conceived or reduced to practice as part of the Work. To the extent any of the Works are not
deemed works made for hire by operation of law, Contractor hereby irrevocably assigns, transfers, and conveys to Buyer,
or its designee, without further consideration all of its right, title and interest in such Work, including all rights of patent,
copyright, trade secret, trademark or other proprietary rights in such materials. Except as provided in the foregoing
sentences, Contractor acknowledges that Buyer shall have the right to obtain and hold in its own name any intellectual
property right in and to the Work. Contractor agrees to execute any documents or take any other actions as may
reasonably be necessary, or as Buyer may reasonably request, to perfect or evidence Buyer's ownership of the Work.

3.10. Intellectual Property.

(a) Contractor grants to Buyer an irrevocable, perpetual, royalty free and fully paid-up right to use (and such
right includes, without limitation, a right to copy, modify and create derivative works from the subject matter of the grant
and the right to sublicense all, or any portion of, the foregoing rights to an affiliate or a third party who provides service
to Buyer) Contractor’s intellectual property (including, without limitation, all trade secrets, patents, copyright and know-
how) that is contained or embedded in, required for the use of, that was used in the production of or is required for the
reproduction, modification, maintenance, servicing, improvement or continued operation of any applicable unit of Work.

(b) If the Work contains, has embedded in, or requires for the use of, any third party intellectual property, or
if the third party intellectual property is required for the reproduction, modification, maintenance, servicing,
improvement or continued operation of the Work, Contractor shall secure for Buyer an irrevocable, perpetual, royalty free
and fully paid-up right to use all third party intellectual property. Contractor shall secure such right at its expense and
prior to incorporating any third party intellectual property (including, without limitation, all trade secrets, patents,
copyright and know-how) into any Work, including, without limitation, all drawings or data provided under the
Contract, and such right must include, without limitation, a right to copy, modify and create derivative works from the
subject matter of the grant of the right and a right to sublicense all or any portion of the foregoing rights to an affiliate or a
third party service provider. This subparagraph does not apply to standard office software (e.g., Microsoft Office).

() Should Buyer, or any third party obtaining such Work through Buyer, use the Work or any part thereof
for any purpose other than that which is specified in the Contract, it shall be at Buyer’s and such third party’s sole risk.

3.11. Software Development Processes and Standards. To the extent any software is developed, modified, or
otherwise procured under the Contract, Contractor will use commercially-accepted software development and
documentation processes and standards.

3.12. Limitation of Warranty for Buyer-Furnished Software. In lieu of any other warranty expressed or implied
herein, Buyer warrants that any programming aids and software packages supplied for Contractor use as Buyer-
furnished property shall be suitable for their intended use on the system(s) for which designed. In the case of
programming aids and software packages acquired by Buyer from a commercial source, such warranty is limited to that
set forth in the contractual document covering the product(s). Should Buyer furnish Contractor with any programming
aids or software packages that are found not to be suitable for their intended use on the system(s) for which designed,
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Contractor shall notify Buyer and supply documentation regarding any defects and their effect on progress on the
Contract. Buyer will consider equitably adjusting the delivery performance dates or compensation, or both, and any
other contractual provision affected by the Buyer-furnished property in accordance with the procedures provided for in
Section 3.3 above ("Buyer’s Right to Make Changes").

3.13. Loss of Data. If any Buyer data or record is lost or corrupted due to the negligence of Contractor or any of its
subcontractors or agents, Contractor shall be responsible for correcting and recreating all production, test, acceptance and
training files or databases affected which are used in the provision of services, at no additional cost to the Customer in the
manner and on the schedule set by Buyer. This remedy shall be in addition to any other remedy Buyer may be entitled to
by law or the Contract.

3.14. Purchase Orders. If the Contract requires a Service to be ordered by Buyer via purchase order, Contractor shall
not deliver or furnish the Service until a Buyer transmits a purchase order. All purchase orders shall bear the Contract or
solicitation number, shall be placed by Buyer directly with Contractor, and shall be deemed to incorporate by reference
the Contract. Any discrepancy between the Contract terms and the terms stated on the Contractor’s order form,
confirmation, or acknowledgement shall be resolved in favor of terms most favorable to Buyer.

3.15. Best Pricing for Comparable Services to Other Government Entities. Compensation for the Services shall be as
set forth in the Contract. During the Contract term, if Contractor offers better pricing to other government entities for
substantially the same or a smaller quantity of Services upon the same or similar terms of the Contract (“Better Pricing”),
then the price under the Contract shall be immediately reduced to the better price. Buyer may require Contractor to
certify on an annual basis that Better Pricing (as defined above) does not exist.

3.16. Invoicing and Payment.

(a) Unless otherwise specified in the RFP, payment to Contractor for Services shall be made on a monthly
basis for the Services provided by Contractor for the preceding month. Invoices shall contain the Contract number,
purchase order number if applicable, and the appropriate vendor identification number. Buyer may require any other
information from Contractor that Buyer deems necessary to verify its obligation to pay under the Contract. Payments will
be made to Contractor approximately forty-five (45) days after receipt and acceptance of a proper invoice. Buyer does not
pay service charges, interest or late fees unless required by law.

(b) To the extent Contractor’s fees include reimbursement for travel or travel- related expenses, such travel
and travel-related expenses shall be subject to and governed by the provisions and limitations of Chapter 106, Part 7,
Jacksonville Ordinance Code.

() Buyer’s obligations to make payment are contingent upon availability of lawfully appropriated funds for
the Services.

3.17. Taxes. Buyer is generally exempt from any taxes imposed by the State of Florida or the Federal Government.
Exemption certificates will be provided upon request. Contractor shall not include any state, local and federal taxes in any
prices quoted to Buyer.

3.18. Right of Setoff. Buyer may, in addition to other remedies available at law or equity and upon notice to
Contractor, retain such monies from amounts due Contractor as may be necessary to satisfy any claim for damages,
penalties, costs and the like asserted in good faith by Buyer (or any other local government entity or authority located in
Duval County, Florida) against Contractor.

3.19. Retention of Records / Audits.

(@) Contractor must establish and maintain books, records, contracts, sub-contracts, papers, financial records,
supporting documents, statistical records and all other documents pertaining to the Contract (collectively, the “Records”),
in whatsoever form or format (including electronic storage media) is reasonable, safe and sufficient.

(b) Contractor must retain all Records for a minimum period of three (3) years after the final payment is
made under the Contract. If an audit has been initiated and audit findings have not been resolved at the end of the three
(3) year period, the Records shall be retained until resolution of the audit findings or any litigation which may be based



ESC-0353-24

on the terms of the Contract, at no additional cost to Buyer. Records shall be retained for longer periods when the
retention period exceeds the time frames required by law or ordinance.

(o) At all reasonable times for as long as the Records are maintained, Contractor must allow persons duly
authorized by Buyer (including Buyer’s auditor and inspector general offices), and to have full access to and the right to
examine, copy or audit any of the Records, regardless of the form in which kept. Contractor will not charge Buyer for any
setup, supervision or space in connection with the examination and audit. Photocopying charges will not exceed the
actual and reasonable cost of the copies to Contractor, and Buyer shall be permitted to bring its photocopying equipment
if Buyer so desires.

(d) Contractor must comply with and cooperate in any audits or reports requested by Buyer, and must
ensure that all related party transactions are disclosed to the auditor.

(e) Contractor must permit Buyer to interview any of Contractor’'s employees, subcontractors and
subcontractor employees to assure Buyer of the satisfactory performance of the terms and conditions of the Contract.
Unless the parties agree otherwise or Buyer is willing to pay for the employee’s reasonable travel expenses, the interviews
will be conducted at the employee’s primary place of work. Contractor will not charge Buyer for any employee time
unless the interview time for that employee exceeds eight (8) hours in a calendar year.

€3] Following any audit or review, if performance of Contractor is, in the opinion of Buyer, deficient, Buyer
will deliver to Contractor a written report of the deficiencies and request for development by Contractor of a corrective
action plan. Contractor hereby agrees to prepare and submit, to Buyer, said corrective plan within ten (10) days of
receiving Buyer’s written report. Thereafter, Contractor must correct all deficiencies in the corrective action plan within a
reasonable time after Buyer’s receipt of the corrective action plan.

(8) All reports and other information provided by Contractor pursuant to this Section shall be submitted
under penalties of perjury, under Section 837.06, Florida Statutes.

(h) Contractor must include the aforementioned audit, inspection, investigation and record-keeping
requirements in all subcontracts and Contract assignments.

() Contractor agrees to reimburse Buyer for the reasonable costs of investigation incurred by Buyer for
audits, inspections and investigations that uncover a material violation of the Contract. Such costs shall include the
salaries of investigators, including overtime, travel and lodging expenses, and expert witness and documentary fees.
Contractor shall not be responsible for any costs of investigations that do not uncover a material violation of the Contract.

3.20. Indemnification. See Attachment G attached hereto.

3.21 Insurance. See Attachment H attached hereto.

3.22.  Buyer’s Right to Suspend Work. Buyer may in its sole discretion suspend any or all activities under the Contract
by providing a written notice to Contractor at least five (5) days in advance that outlines the particulars of suspension.
Within ninety (90) days of providing such notice, or within any longer period agreed to by Contractor, Buyer shall either
(1) authorize the resumption of work, at which time activity shall resume, or (2) terminate the Contract in accordance with
the applicable termination provisions. Suspension of work shall not entitle Contractor to any additional compensation.
The parties will reasonably amend any schedules relating to performance of the Services to reflect the suspension of work
hereunder. Contractor shall not be entitled to receive compensation for any work it performs after being excused from
providing it hereunder.

3.23. Buyer’s Right to Terminate for Convenience. Buyer reserves the right to terminate the Contract at any time and
for any reason by giving written notice to Contractor. If the Contract is terminated for convenience as provided herein,
Buyer will be relieved of all further obligations other than payment for that amount of Services actually performed to the
date of termination. Access to any and all work papers will be provided to the District after the termination of the Contract.
The parties understand and agree that Contractor shall not have a reciprocal right to terminate the Contract for convenience;
it being understood that Buyer’s payment for Services forms the consideration for Contractor not having this right. In the
event of Buyer’s termination of the Contract, Buyer (in its sole discretion) may also require Contractor to provide the
Transition Services as set forth in Section 3.26 below.
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3.24. Buyer’s Remedies Upon Contractor Default. Any one or more of the following events, if not cured within ten
(10) calendar days after Contractor’s receipt of written notice thereof, shall constitute an “Event of Default” on the part of
Contractor: (1) Contractor fails to perform the Services within the time specified in the Contract or any extension, (2)
Contractor fails to maintain adequate progress, thus endangering performance of the Contract, (3) Contractor fails to
honor any other material term of the Contract, or (4) Contractor fails to abide by any statutory, regulatory, or licensing
requirement. Buyer may extend the 10-day cure period in its discretion.

In addition, the following shall constitute an immediate Event of Default with no right cure: (i) Contractor is
found to have made a false representation or certification in its Response, or (ii) Contractor has been placed on the list
maintained under Section 287.135, Florida Statutes, of companies with activities in Sudan or in Iran Petroleum Energy
Sector.

Upon an “Event of Default” on the part of Contractor, Buyer will be entitled to terminate the Contract and pursue
such other remedies available at law or equity, including the recovery of any re-procurement costs and delay damages.
The rights and remedies available to Buyer under the Contract are distinct, separate and cumulative remedies, and no one
of them, whether or not exercised by a party, shall be deemed to be in exclusion of any other.

If, after termination, it is determined that Contractor was not in default, or that the default was excusable, the
rights and obligations of the parties shall be the same as if the termination had been issued for the convenience.

3.25. Contractor Remedies Upon Buyer Default. Buyer shall be in default if Buyer fails to honor any material term of
the Contract, and such failure is not cured within forty-five (45) calendar days after receipt of written notice thereof from
Contractor. In the event of Buyer’s default, Contractor will be entitled to terminate the Contract and pursue such other
remedies available at law or equity as it deems appropriate. Except as expressly provided elsewhere in the Contract,
Contractor will not be entitled to recover any lost profits or consequential damages. The rights and remedies available
to Contractor under the Contract are distinct, separate and cumulative remedies, and no one of them shall be deemed to
be in exclusion of any other.

3.26. Transition Services. At any time prior to the date the Contract expires or terminates for any reason (the
“Termination Date”), Buyer may direct Contractor to provide reasonable transition assistance services (“Transition
Assistance”). Contractor shall provide such Transition Assistance until such time as Buyer notifies Contractor that Buyer
no longer requires such Transition Assistance, but in no event for more than 180 days following the Termination Date.

Transition Assistance shall mean any services, functions or responsibilities that are ordinarily or customarily
provided to a purchaser to ensure that the services provided to that purchaser by a contractor are fully transitioned in a
smooth and efficient manner to a new service provider (either Buyer itself or a third party contractor). Transition
Assistance includes the development and implementation of a detailed transition plan. To the extent that Transition
Assistance will involve third parties hired by Buyer, those third parties shall cooperate with Contractor in its provision of
Transition Assistance and sign any reasonable non-disclosure agreements required by Contractor.

Transition Assistance rendered before the Termination Date shall be provided at no additional cost to Buyer.
Transition Assistance rendered after the Termination Date shall be provided at the rates negotiated by the parties prior to the
rendering of such service, which rates shall not exceed the standard market rates that Contractor charges to government
entities for comparable services; provided however, that if Buyer terminates the Contract because of a breach by Contractor,
then (i) the Transition Assistance shall be provided at no cost to Buyer, and (ii) Buyer will be entitled to any other remedies
available to it under law. Contractor may withhold Transition Assistance after the Termination Date if Buyer does not
provide reasonable assurance that the charges for such Transition Assistance will be paid to Contractor in accordance with
the invoicing and payment provisions of the Contract.

3.27.  Force Majeure, Notice of Delay, and No Damages for Delay. Neither party shall be responsible for delays in
performance if the delay was beyond that party’s control (or the control of its employees, subcontractors or agents).
Contractor shall notify Buyer in writing of any such delay or potential delay and describe the cause of the delay either (1)
within ten (10) calendar days after the cause that creates or will create the delay first arose, if Contractor could reasonably
foresee that a delay could occur as a result, or (2) if delay is not reasonably foreseeable, within five (5) calendar days after
the date Contractor first had reason to believe that a delay could result. Based upon such notice, Buyer will give
Contractor a reasonable extension of time to perform; provided, however, that Buyer may elect to terminate the Contract
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in whole or in part if Buyer determines, in its sole judgment, that such a delay will significantly impair the value of the
Contract to Buyer. Providing notice in strict accordance with this paragraph is a condition precedent to such remedy.

THE FOREGOING SHALL CONSTITUTE CONTRACTOR’S SOLE REMEDY OR EXCUSE WITH RESPECT TO
DELAY. No claim for damages, other than for an extension of time, shall be asserted against Buyer. Contractor shall not
be entitled to an increase in the Contract price or payment of any kind from Buyer for direct, indirect, consequential,
impact or other costs, expenses or damages, including but not limited to costs of acceleration or inefficiency arising
because of delay, disruption, interference, or hindrance from any cause whatsoever.

3.28. No Waiver. The delay or failure by a party to exercise or enforce any of its rights under the Contract shall not
constitute or be deemed a waiver of that party’s right thereafter to enforce those rights, nor shall any single or partial
exercise of any such right preclude any other or further exercise thereof or the exercise of any other right. Unless
otherwise agreed in writing, Buyer’s payment for the Services shall not release Contractor of its obligations under the
Contract and shall not be deemed a waiver of Buyer’s right to insist upon strict performance hereof.

3.29. Qualification of Contractor Employees, Subcontractors, and Agents. All Contractor employees, subcontractors
and agents performing work under the Contract shall be properly trained and qualified. Upon request, Contractor shall
furnish a copy of technical certification or other proof of qualification. All employees, subcontractors and agents
performing work under the Contract must comply with all reasonable administrative requirements of Buyer and with all
controlling laws and regulations relevant to the services they are providing under the Contract. Buyer may conduct, and
Contractor shall cooperate in, a security background check or other assessment of any employee, subcontractor or agent
furnished by Contractor. Buyer may refuse access to, or require replacement of, any personnel for reasonable cause.

Contractor shall take all actions necessary to ensure that Contractor's employees, subcontractors and agents are
not considered employees of Buyer. Such actions include, but are not limited to, ensuring that Contractor's employees,
subcontractors and agents receive payment and any legally mandated insurance (e.g., workers' compensation and
unemployment compensation) from an employer other than Buyer.

As a condition to providing services to Buyer, Contractor (and any subcontractor) will enroll and participate in
the federal E-Verify Program within thirty days of the effective date of the Contract. Proof of enrollment and
participation will be made available to Buyer upon request.

3.30.  Security Procedures. Contractor and its employees, subcontractors and agents shall comply fully with all
generally applicable security procedures of the United States, the State of Florida and Buyer in performance of the
Contract. Buyer agrees that any security procedures imposed by Buyer specifically for the Contract will be reasonable
and will not impose any unreasonable costs or hardships.

3.31.  Restrictions on the Use or Disclosure of Buyer’s Information. Contractor shall not use, copy or disclose to third
parties, except in connection with performing the Services, any information obtained by Contractor or its agents,
subcontractors or employees in the course of performing the Services, including, but not limited to, security procedures,
business operations information, or commercial proprietary information in the possession of Buyer. At Buyer’s request,
all information furnished by Buyer will be returned to Buyer upon completion of the Services. Contractor shall not be
required to keep confidential any information that has already been made publicly available through no fault of
Contractor or that Contractor developed independently without relying on Buyer’s information. To ensure
confidentiality, Contractor shall take appropriate steps as to its employees, agents, and subcontractors, including the
insertion of these restrictions in any subcontract agreement. The warranties of this paragraph shall survive the Contract.

3.32.  Protection of Contractor’s Trade Secrets and Other Confidential Information. All documents received by Buyer
in connection with this Agreement are subject to Chapter 119, Florida Statutes (the “Florida Public Records Law"). Any
specific information that Contractor claims to be a trade secret or otherwise exempt from the Florida Public Records Law
must be clearly identified as such by Contractor on all copies furnished to Buyer. Buyer agrees to notify Contractor of any
third-party request to view such information, but it is Contractor’s obligation to obtain a court order enjoining disclosure.
If Contractor fails to obtain a court order enjoining disclosure within five (5) business days of Contractor’s receiving
notice of the request, Buyer may release the requested information. Such release shall be deemed for purposes of the
Contract to be made with Contractor's consent and will not be deemed to be a violation of law, including but not limited
to laws concerning trade secrets, copy right or other intellectual property.
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3.33. Assignment. Each party binds itself and its respective successors and assigns in all respects to all of the terms,
conditions, covenants and provisions of the Contract. Contractor shall not sell, assign or transfer any of its rights
(including rights to payment), duties or obligations under the Contract without the prior written consent of Buyer. In the
event of any assignment, Contractor shall remain liable for performance of the Contract unless Buyer expressly waives
such liability. Buyer may assign the Contract with prior written notice to Contractor of its intent to do so. Nothing herein
shall be construed as creating any personal liability on the part of any officer, employee or agent of Buyer.

3.34. Notice and Approval of Changes in Ownership. Because the award of the Contract may have been predicated
upon Contractor’s ownership structure, Contractor agrees that any transfer of a substantial interest in Contractor by any
of its owners shall require Buyer’'s prior written approval, which approval shall not be unreasonably withheld or
unreasonably delayed. By execution of the Contract, Contractor represents that it has no knowledge of any intent to
transfer a substantial interest in Contractor. A substantial interest shall mean at least 25% of the voting shares in
Contractor. This section shall not apply to (i) transfers occurring upon the incapacitation or death of an owner; (ii)
transfers associated with an initial public offering on the NYSE or NASDAQ markets; or (iii) transfers to a company
whose stock is publicly traded on the NYSE or NASDAQ markets.

3.35.  Assignment of Antitrust Claims. Contractor and Buyer recognize that in actual economic practice, overcharges
resulting from antitrust violations are in fact usually borne by Buyer. Therefore, Contractor hereby assigns to Buyer any
and all claims under the antitrust laws of Florida or the United States for overcharges of goods, materials or services
purchased in connection with the Contract.

3.36. Equal Employment Opportunity. The Equal Opportunity clause in Title 41, Part 60-1.4 of the Code of Federal
Regulations (Paragraphs 1 through 7 of President’s Executive Order 11246), the provisions of the Equal Opportunity for
Individuals with Disabilities Act in 42 U.S.C. Section 12112, the Listing of Employment Openings for Veterans Clause in
Title 41, Part 50-260.2 of the Code of Federal Regulations and the Disabled Veterans and Veterans of the Vietnam era
Clause in Title 41, Part 60-250.5 of the Code of Federal Regulations, are incorporated herein by reference if and to the
extent applicable. If Contractor is exempt from any of the above cited terms, written evidence of such exempt status must
be provided to Buyer.

3.37.  Other Non-Discrimination Provisions. As required by Section 126.404, Jacksonville Ordinance Code, contractor
represents that it has adopted and will maintain throughout the term of this contract a policy of nondiscrimination or
harassment against any person with regard to race, color, sex (including pregnancy), sexual orientation, gender identity
or expression, religion, political affiliation, national origin, disability, age, marital status, veteran status, or any other
impermissible factor in recruitment, hiring, compensation, training, placement, promotion, discipline, demotion,

transfers, layoff, recall, termination, working conditions and related terms and conditions of employment. Contractor
agrees that, on written request, it will permit reasonable access to its records of employment, employment advertisement,
application forms and other pertinent data and records, by the Executive Director of the Community Relations
Commission, or successor agency or commission, for the purpose of investigation to ascertain compliance with the non-
discrimination provisions of the Contract; provided however, that Contractor shall not be required to produce, for
inspection, records covering periods of time more than one (1) year prior to the effective date of the Contract. Contractor
agrees that, if any of the products or Services to be provided pursuant to the Contract are to be provided by a
subcontractor, the provisions of this Section shall be incorporated into and become a part of the subcontract.

3.38. Prompt Payment to Subcontractors and Suppliers. The following is required by Chapter 126, Part 6, Jacksonville
Ordinance Code; provided however, if Contractor does not use JSEB subcontractors, as identified below, this Section 3.38
shall not apply:

(a) Generally. When Contractor receives payment from Buyer for labor, services or materials furnished by
subcontractors and suppliers hired by Contractor, Contractor shall remit payment due (less proper retainage) to those
subcontractors and suppliers within fifteen (15) calendar days after Contractor’s receipt of payment from Buyer. Nothing
herein shall prohibit Contractor from disputing, pursuant to the terms hereof, all or any portion of a payment alleged to
be due to its subcontractors and suppliers. In the event of such dispute, Contractor may dispute the disputed portion of
any such payment only after Contractor has provided notice to the Buyer and to the subcontractor or supplier whose
payment is in dispute, which notice shall: (i) be in writing; (ii) state the amount in dispute; (iii) specifically describe the
actions required to cure the dispute; and (iv) be delivered to Buyer and said subcontractor or supplier within ten (10)
calendar days after Contractor’s receipt of payment from Buyer. Contractor shall pay all undisputed amounts due within
the time limits imposed by this Section.
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(b) Jacksonville Small and Emerging Business Enterprise and Minority Business Enterprise  Participation.
Notwithstanding Chapter 126, Part 6 of the Jacksonville Ordinance Code, Contractor shall pay all contracts awarded with
certified Jacksonville Small and Emerging Business Enterprises (“JSEB”), as defined therein, their pro rata share of their
earned portion of the progress payments made by Buyer under the Contract within seven (7) business days after
Contractor’s receipt of payment from Buyer (less proper retainage). The pro-rata share shall be based on all work
completed, materials and equipment furnished, or services performed by the certified JSEB at the time of payment. As a
condition precedent to progress and final payments to Contractor, Contractor shall provide to Buyer, with its requisition
for payment, documentation that sufficiently demonstrates that Contractor has made proper payments to its certified
JSEB’s from all prior payments Contractor has received from Buyer. Contractor shall not unreasonably withhold
payments to certified JSEB’s if such payments have been made to Contractor. If Contractor withholds payment to its
certified JSEB’s, which payment has been made by Buyer to Contractor, Contractor shall return said payment to Buyer.
Contractor shall provide notice to Buyer and to the certified JSEB’s whose payment is in dispute, which notice shall: (i) be
in writing; (ii) state the amount in dispute; (iii) specifically describe the actions required to cure the dispute; and (iv) be
delivered to Buyer and said JSEB’s within five (5) calendar days after Contractor’s receipt of payment from Buyer.
Contractor shall pay all undisputed amounts due within the time limits imposed in this Section. The failure to pay
undisputed amounts to the JSEB’s within seven (7) business days shall be a breach of the Contract, compensable by one
per-cent (1%) of the outstanding invoice being withheld by Buyer, not as a penalty, but as liquidated damages to
compensate for the additional contract administration by Buyer.

() Third Party Liability. The Prompt Payment requirements hereunder shall in no way create any contractual
relationship or obligation between Buyer and any subcontractor, supplier, JSEB or any third party or create any Buyer
liability for Contractor’s failure to make timely payments hereunder. However, Contractor’s failure to comply with the
Prompt Payment requirements shall constitute a material breach of Contractor’s contractual obligations to Buyer. As a
result of said breach, Buyer, without waiving any other available remedy it may have against Contractor, may: (i) issue
joint checks; and (ii) charge Contractor a 0.2% daily late payment charge or the charges specified in said Chapter 126 of
the Jacksonville Ordinance Code for JSEB’s and in Chapter 218, Florida Statutes, for non-JSEB’s, whichever is greater.

3.39. Conflicts of Interest. Contractor acknowledges that Section 126.112 of the Jacksonville Ordinance Code requires
that a public official who has a financial interest in a bid or contract make a disclosure at the time that the bid or contract
is submitted or at the time that the public official acquires a financial interest in the bid or contract, including but not
limited to the public official's name, public office or position held, bid or proposal number, and the position or
relationship of the public official with the bidder or contractor.

3.40. Contingent Fees Prohibited. Contractor warrants that it has not employed or retained any company or person,
other than a bona fide employee working solely for Contractor, to solicit or secure the Contract and that it has not paid or
agreed to pay any person, company, corporation, individual or firm, other than a bona- fide employee working solely for
Contractor, any fee, commission, percentage, gift or any other consideration, contingent upon or resulting from the award
or making of the Contract. For the breach or violation of these provisions, Buyer shall have the right to terminate the
Contract without liability and, at its discretion, to deduct from the contract price, or otherwise recover, the full amount of
such fee, commission, percentage, gift or consideration.

3.41. Truth in Negotiation Certificate. The execution of the Contract by Contractor shall be deemed to be a
simultaneous execution of a Truth-In-Negotiation Certificate, whereby Contractor states that the wage rates and other
factual unit costs supporting the compensation hereunder are accurate, complete and current at the time of contracting.
Further Contractor agrees that the compensation hereunder shall be adjusted to exclude any significant sums where
Buyer determines the contract price was increased due to inaccurate, incomplete or non-current wage rates and other
factual unit costs, provided that any and all such adjustments shall be made within one (1) year following the completion
date of the Contract.

3.42. Compliance with Applicable Laws. Contractor (and any subcontractors) must comply with all applicable
federal, state and local laws, rules and regulations as the same exist and as may be amended from time to time, including,
but not limited to:

e Chapter 119, Florida Statutes (the Florida Public Records Law);

e Section 286.011, Florida Statutes (the Florida Sunshine Law);
e  Chapter 602, Jacksonville Ordinance Code (the Jacksonville Ethics Code);
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e Chapter 126, Jacksonville Ordinance Code (the Jacksonville Purchasing Code); and
e All licensing and certification requirements applicable to performing the Services.
3.43. Cooperative Purchasing. Pursuant to their own governing laws, and subject to the agreement of Contractor, other

entities may be permitted to make purchases at the terms and conditions contained herein. These purchases are
independent of the agreement between Buyer and Contractor, and Buyer shall not be a party to such transactions.

3.44. Warranty of Ability to Perform. Contractor warrants that (i) it is ready, willing and able to perform its
obligations under the Contract, and (ii) to the best of Contractor’s knowledge, there are no pending or threatened actions,
proceedings, investigations or any other legal or financial conditions that would in any way prohibit, restrain, or diminish
Contractor’s ability to satisfy its Contract obligations. Contractor shall immediately notify Buyer in writing if its ability to
perform is compromised in any manner during the term of the Contract.

3.45. Warranty of Authority to Sign Contract. Each person signing the Contract warrants that he or she is duly
authorized to do so and to bind the respective party to the Contract.

3.46. Governing State Law/Severability/Venue/Waiver of Jury Trial. The rights, obligations and remedies of the
parties as specified under the Contract shall be interpreted and governed in all aspects by the laws of the State of Florida.
Should any provision of the Contract be determined by the courts to be illegal, unenforceable or in conflict with any
applicable law, the validity of the remaining provisions shall not be impaired. Venue for litigation of the Contract shall be
exclusively in courts of competent jurisdiction located in Jacksonville, Duval County, Florida. The parties waive any and
all rights to a jury trial with respect to disputes arising under the Contract.

3.47. Construction. Both parties acknowledge that they have had the opportunity to provide meaningful input into
the terms and conditions contained in the Contract. Therefore any doubtful or ambiguous provisions contained herein
shall not be construed against the party who physically prepared the Contract. Article headings appearing herein are
inserted for convenience or reference only and shall in no way be construed to be interpretations of text.

3.48 Office of Inspector General. The City of Jacksonville has established an Office of Inspector General, Section
602.301, Part 3, Chapter 602, Ordinance Code, as may be amended. The Inspector General’s authority includes but is not
limited to the power to: review past, present, and proposed City contracts, transactions, accounts, and records; require the
production of records; and, audit, investigate, monitor, and inspect the activities of the City, its officials, employees,
contractors, their subcontractors and lower tier subcontractors, and other parties doing business with the City and/or
receiving City funds in order to ensure compliance with contract requirements and detect corruption and fraud. Failure to
cooperate with the Inspector General or interfering with or impeding any investigation shall be a violation of Section
602.309, Ordinance Code.

3.49 Ethics Provisions for Vendors/Suppliers. The Bidder, by affixing its signature to the proposal form, and/or the acceptance
of a purchase order, represents that it has reviewed the provisions of the Jacksonville Ethics Code contained in chapter 602,
Jacksonville Ordinance Code and the provisions of the Purchasing code contained in chapter 126, Jacksonville Ordinance Code and
has read and will comply with the Mandatory Ethics Training for Suppliers located on the Procurement Website.

3.50 Employment Eligibility. Pursuant to the provisions of section 448.095, Florida Statutes, the parties agree to the
following. For purpose of this section, the term “contract” includes this Agreement and any contract between the
Contractor and any of its subcontractors:

(@) The Contractor and any of its subcontractors shall register with and use the E-Verify system to verify the work
authorization status of all newly hired employees. The Contractor and any of its subcontractors may not enter
into a contract unless each party to the contract registers with and uses the E-Verify system.

b) 1. If the Contractor enters into a contract with a subcontractor, the subcontractor must provide the Contractor
p
with an affidavit stating that the subcontractor does not employ, contract with, or subcontract with an
unauthorized alien.

2. If the City has a good faith belief that a subcontractor knowingly violated this subsection, but the contractor
otherwise complied with this subsection, then the City shall promptly notify the Contractor and order the
Contractor to immediately terminate the contract with the subcontractor.
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3. A contract terminated under subparagraph 1. or subparagraph 2. shall not a breach of contract and may not
be considered as such.

(c) 1. The City, the Contractor, or any of the Contractor’s subcontractors who has a good faith belief that a person or
entity with which it is contracting has knowingly violated s.448.09 (1), Florida Statues, shall terminate the
contract with the person or entity.

2. If the City has a good faith belief that as subcontractor knowingly violated this subsection, but the Contractor
otherwise complied with this subsection, the City shall promptly notify the Contractor and order the
Contractor to immediately terminate the contract with the sub-contractor.

3. A contract terminated under subparagraph 1. or subparagraph 2. shall not be a breach of Contract and
may not be considered as such.

(d) The City, Contractor, or any of Contractor’'s subcontractors may file an action with a circuit county court to
challenge a termination under paragraph (c) no later than 20 calendar days after the date on which the contract
was terminated.

(e) If the City terminates the Agreement with Contractor under paragraph (c), the Contractor may not be awarded a
public contract for at least 1 year after the date on which the Agreement was terminated.

(f) The Contractor is liable for any additional costs incurred by the City as a result of the termination of a contract.

Shorter version:

E-Verify. In accordance with Chapter 2020-149, Laws of Florida, the Contractor confirms that it does not currently,
and will not in the future, employ, contract with, or subcontract with unauthorized aliens and that it has registered
accordingly with the E-Verify platform. Contractor acknowledges that any violation with the aforementioned will
result in a default to this Agreement and the City shall be entitled to any and all relief available, including but not
limited to, consequential damages, rebate of fees, costs and expenses, etc., resulting from the voiding of this
Agreement.

(Remainder of page intentionally left blank)
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Section 4
Description of Services and Deliverables

The following minimum requirements must be met:
I. Contractor Requirements

1. The awarded Contractor and Subcontractor(s) must possess a local business tax receipt from the Duval County
Local Business Tax Office (904-255-5700, option 3) within ten (10) business days from the Notice of Award.

2. Online poll worker training for the Duval County Supervisor of Election’s Office that can be customized to
Duval County’s election standards. The training will be used by up to 1,800 users.

3. Ability to create an online training solution in-house, without the use of third parties.
4. The creation of portable, flexible, dynamic election poll worker training in SCORM (Sharable Content Object

Reference Model) courses owned (not simply licensed) by the customer.

a. The creation of SCORM courses will include production of multimedia assets, including but not limited to an
onsite video shoot, voiceovers/captioning, animations, interactive exercises/assessments, and election
technology simulations.

b. Completed content will cover three (3) hours of training.
II. System Requirements
1. Configurable and scalable SCORM-compliant Learning Management System (LMS) for user and administrative

roles that:

a. Includes an APl (Application Programming Interface), scheduling in-person classroom registration,
rostering, monitoring, assessments, reporting, maintenance, and IT support.

1. Custom report capability
2. User time tracking, not just progression tracking
b. Provides atwo-way communications and messaging platform for real-time precinct level coordination.
Private messaging capabilities
Public and private forums, with access control
Capability to email with attachments

Able to download communication forums into Microsoft and/or .PDF format for archiving purposes

MR e

In course Help Desk support through email for the user; or LiveChat

c. Hosts all content within the LMS without the need for services such as YouTube, Vimeo, cloud drives, etc. to
hold files.

d. Does not require the installation of any software by the learner to access training materials.

e. Works on all major web browsers, including but not limited to, Microsoft Edge, Google Chrome, Safari. This
includes working on mobile devices, e.g., Apple iPhone or tablet.

f. Provides training on how to operate the platform to Duval County Supervisor of Elections Office (SOE)
employees for each election.
2.  Annual maintenance for on-demand time-sensitive course updates to meet the specific needs of each election.

a. Request is for twenty (20) hours of content revisions/additions and eight (8) hours of support annually;
with the option to exceed hours at an hourly rate provided with pricing submittal.

1. Contractor will handle all aspects with regards to rostering for each election. Duval County SOE
Office will provide data to complete this requirement.
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b. Annual maintenance includes Software maintenance, Perfective maintenance, Adaptive maintenance,
Preventive maintenance, and/or Corrective maintenance, that ensures software has no defects, errors or
malfunctions.

First year to include creation, implementation, and support; with annual renewal options available for two
(2) years.

Must provide references and examples of successful implementation of online training for elections offices
in the United States, preferably with a voter population greater than 500,000.

The full 3-hours of completed content must be delivered by July 8,2024.

(Remainder of page intentionally left blank)
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Attachment A
Response Format

To maintain comparability and facilitate the evaluation process, Responses shall be organized in the manner set forth
below. Tab delineations for each of the five sections are required.

1) Title Page: Include RFP Title, RFP Number, Contractor’s full name, address, phone number.

2) Cover Letter: Include the following:

Date of Letter.
RFP Title and Number.
Contractor’s full name, address and phone number.

Names of the person(s) who will be authorized to make representations for the Contractor, their titles,
addresses (including email address) and telephone numbers.

Contractor’s Federal Employer ID Number.

Acknowledgement that (i) the Response is based on the terms set forth in the RFP and all amendments
thereto posted on Buyer’s website as of the date of the Response, and (ii) the Contractor will be responsible
for monitoring Buyer’s website for subsequent amendments and for either maintaining, amending or
withdrawing the Response prior to the Response Due Date based on those subsequent amendments.

Signature of Authorized Representative.

3) Required Forms. Attach all forms identified in Section 1 or in Attachments C or F, each signed by an authorized
representative. The forms that are required include:

4

5)

All issued addenda (if applicable). Addenda must be signed and dated.
Form 1 - Price Sheet

Form 2 - Conflict of Interest Certificate

Form 3 - Business References

Attachment C - Equal Business Opportunity Program Forms if you are, or will utilize, a certified Jacksonville
Small Emerging Business (JSEB).

Proof of Minimum Requirements. Responses will ONLY be accepted from companies meeting the minimum
requirements in Section 1.4 of the RFP. Contractor must provide clear documentation that they meet the
minimum requirements.

Statement of Qualifications. This portion of the Response will be used to provide the information Buyer needs to
evaluate how well the Contractor meets the criteria listed in Attachment B - Evaluation Criteria.

Failure to provide adequate information on any criterion will result in lower scores and could result in rejection

of the Response as non-responsive.

Please divide this portion of the Response into subsections that correspond to each of the criteria listed in
Attachment B - Evaluation Criteria.

26



ESC-0353-24

Attachment B
Evaluation Matrix

The evaluations will be based upon the following criteria, and Proposers are requested to provide, as a minimum, the
information listed under each criterion. Failure to provide adequate information on any criterion will result in lower
scores and could result in rejection of the proposal as non-responsive. The response to each of the criteria will be
evaluated relative to the other responses received and the contract will be awarded to the highest scoring, responsive,
responsible bidder for the Evaluation Criteria.

Proposers shall arrange their responses in a format that will offer ready review and evaluation of each criterion.
Please note that 100 points is the maximum total of the criteria.

EVALUATION CRITERIA:

1.

COMPETENCE:
30 Points Maximum Score

Describe professional and/or technical education and training; experience in the kind of projects to be undertaken;
and availability of adequate personnel. Provide names and resumés of all individuals to be assigned to this project.

PAST AND PRESENT RECORD OF PROFESSIONAL ACCOMPLISHMENTS WITH CITY AGENCIES AND
OTHERS:

20 Points Maximum Score

Provide a minimum of three (3) completed projects that are similar in nature and scope to the project under
consideration with references to include client’s contact person and telephone number. Projects must have been held
within the last three (3) years. Describe any outstanding accomplishments that relate to specific services being
sought.

ABLE TO DELIVERY BY JULY 8, 2024:
20 Points Maximum Score

Provide a list of project(s) that were completed by or before a deadline. Projects must have been held within the last
three (3) years. The projects listed under this criterion can be the same projects listed in the second criterion.

COST:

30 Points Maximum Score

Price submission shall be for the total base bid for the project. The proposal with the lowest Total Cost will receive
the maximum number of points allotted. The number of points awarded for the remainder of the proposals will be
determined by a mathematical formula in which the lowest Total Cost is divided by the Contractor’s Total Cost. That
number will then be multiplied by the maximum number of points for the Cost criterion (30). The Contractor will
receive the number of points as determined by the formula.

Example: The City receives three proposals: Firm #1 with a price of $100,000.00; Firm #2 with a price of $200,000.00;
and Firm #3 with a price of $300,000.00.

e Firm #1 would receive the maximum number of points (30 points).

e Firm #2 would receive 15 points ($100,000.00 divided by $200,000.00 multiplied by the maximum number of
points (30)).

e Firm #3 would receive 10 points ($100,000.00 divided by $300,000.00 multiplied by the maximum number of
points (30)).
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Equal Business Opportunity Program Requirement

EQUAL BUSINESS OPPORTUNITY PROGRAM
PROJECT GOALS PLANS
ENCOURAGEMENT/PARTICIPATION/SET-ASIDE

A. POLICY

Pursuant to Part 6 of Chapter 126, Jacksonville Ordinance Code, the City of Jacksonville encourages the
utilization and participation of Jacksonville Small and Emerging Businesses (JSEBs) in its contract awards
based upon availability. It is the City’s intent in adopting this program to reflect the philosophy with regards
to enhancing participation of JSEBs in all areas of procurement.

Please be advised that, to be counted toward meeting the participation percentage goal defined herein,
all JSEBs shall be certified by the City in accordance with Part 6 of Chapter 126, Jacksonville
Ordinance Code.

In-addition the JSEB must have the following Commodity Codes AT THE TIME OF BID OPENING
to qualify for Participation, Set-Aside, and Encouragement Projects.

QUALIFYING COMMODITY CODES: N/A

All designations (to include Encouragement) the bidder/proposer must adhere to the following process:

e The bidder/proposer shall provide interested JSEB’s with timely (at a minimum 1 week notice
prior to bid submission) adequate information about the plans, specifications, and other such
requirements of the bid documents to facilitate a prepared and adequate response/quote.

e The bidder/proposer must follow up the initial solicitation with the EBO office. Note: JSEB
vendor must provide pricing (based on scope of work provided by bidder/proposer) and not a
price or percentage “given” by the bidder/proposer.

e Identify a portion of work available to JSEB’s using the Letter of Intent and attach the Scope
of work to be provided for each vendor.

e Bidder proposer can call the EBO office to obtain the list of JSEB’S that are ready, willing,
and able. The JSEB office has 48 hours to provide the requested list. Prime contractors can
also access the list of JSEB through 1Cloud and the JSEB webpage under the JSEB directory.
If you have difficulty securing JSEBs to meet the requirements you should contact the
EBO/JSEB Program.

e In the event that a bidder/proposer must submit alternate pricing and if affects the JSEB goal
there must be a scope of work provided to the JSEB and the scope as well as the alternate
pricing must be submitted with the bid documentation.

In the event bidders/proposers are unable to obtain bids from JSEB subcontractors that equal or exceed the
percentage established in the participation goals, shall at minimum, submit, at the time of bid opening a
Notice of Intent to Submit the Good Faith Effort Form (Form 4). This is outlined in the Good Faith Effort
category in Section I.

B. JSEB OBLIGATION

Bidders/proposers are required to make all efforts reasonably possible to ensure that JSEBs have a full and
fair opportunity to compete for performance on this project. Contractors shall not discriminate on the basis
of race, ethnicity, national origin or gender in the award and performance of the work under this contract.

Revised: August 2023
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C. ELIGIBILITY

1. To be considered eligible for contract award, the Contractor shall include with the bid/proposal an
original Form 1 (Schedule of Subcontractor/Subconsultant Participation).

a. For solicitations that are not project specific, such as: misc. services, design build, etc.; a
percentage will initially be accepted with the bid submittal on Form 1 and the Letters of
Intent.

b. For solicitations that are project specific you will be required to provide a dollar amount

on Form 1 and on all Letters of Intent. “TBD” will not be accepted.

2. The prime contractor must submit a Letter of Intent and scope of work needed to perform work related
to the project. The Letter of Intent must include the JSEB subcontractor’s name, the scope of work
to be performed, and the dollar value of the work to be performed by the JSEB (the information
contained in the Letters of Intent must reflect the information contained in the bidder’s Schedule of
Subcontractor/Subconsultant Participation). Copies of the Form 1 and the Letters of Intent signed
by the JSEB subcontractors or suppliers must be submitted at the time of the scheduled bid
opening. Failure to submit the Letter(s) of Intent at the scheduled bid opening may result in the bid
in question being rejected as non-responsive.

3. In addition, all JSEBs must be subcontracted in the area that they are licensed and certified, in
accordance with the requirements of Part 6, Chapter 126, Jacksonville Ordinance Code.

a. All businesses must be certified under the provisions set forth below. Certifications will be
granted only in those areas for which the business owner(s) has the ability and expertise to
manage and control the firm's operations and work.

b. An owner shall be certified only for specific types of work for which the owner(s) has the
ability and expertise to manage and control the firm's operations and work.

c. Have expertise normally required by the industry for the field for which certification is sought.

d. Not be a front, broker, or pass-through as defined in Subpart A of this Chapter.

1. Front, broker, or pass-through shall mean a JSEB that is not registered as a supplier
or distributor through the Florida Department of Revenue, or a JSEB subcontractor
who does not self-perform 100 percent of the subcontractor work pursuant to the
Schedule of Participation, or a JSEB prime contractor who does not self-perform at
least 40 percent of the work for the project.

4. All commodity codes must be acquired prior to the submission of bids through the EBO

Compliance officer.

D. COMPLIANCE

All bidders, proposers or subcontractors participating in this project are hereby notified that failure
to fully comply with the City’s JSEB policy as set forth herein shall constitute a breach of contract
which may result in termination of the contract, or such other remedy as deemed appropriate by the
Owner. Such penalties as outlined in Section 126.201, Jacksonville Ordinance Code, will apply.

E. CONTRACT AWARD

The City proposes to award the contract to the responsive, responsible bidder submitting a reasonable bid,
provided: (i) the bidder has met the goals for JSEB participation; or (ii) if unable to meet the goals, the bidder
has timely submitted an acceptable Good Faith Effort Statement and supporting documentation that
demonstrates, pursuant to Part 6 of Chapter 126, Jacksonville, Ordinance Code, a sufficient attempt to meet
the JSEB participation goals as established herein. Bidders are advised that the City has sole discretion and
authority to determine if any bidder has made a “Good Faith Effort.” The City reserves the right to reject any
or all bids submitted. The City will have discretion to reject any bid or exclude a prospective bidder from

Revised: August 2023
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submitting a bid who has been non-responsive to JSEB program requirements without satisfactory
justification accepted by the Chief of Procurement. Rejections hereunder may be timely protested pursuant
to the city’s Procurement Protest Procedures, a copy of which is included as part of these bid documents.

F. SUBCONTRACT CLAUSE

1. All bidders hereby agree to incorporate the JSEB participation, policy, goals, conditions, and
instructions in all agreements that offer JSEB participation subcontracting opportunities.

2. If a change order presents further subcontracting opportunity beyond current subcontracting, the
prime contractor shall make positive efforts to further include JSEB participation.

3. The JSEB prime contractor shall perform at least 40% of the total amount of the work to be
performed under this Contract with its own workforce. Subletting of any Work under this Contract
shall not relieve the JSEB prime contractor of its full responsibility for the proper and timely
performance and for its selection of Subcontractor (s).

G.POST AWARD REQUIREMENTS

After the award of the contract, failure on the part of the successful contractor to subcontract with JSEBs at
a percentage level equal to or higher than stated on Form 1, may put the contractor in violation and is subject
to penalties outlined in Chapter 126, Jacksonville Ordinance Code.

H. PAYMENT OF SUBCONTRACTORS

Prime contractors shall certify in writing that ALL subcontractors and suppliers have been paid for work and
materials from previous progress payments received (less any retainage) as a condition precedent to prior to
receipt of any further progress payments. Prime contractors shall be obligated to pay subcontractors within 3
days of receipt from the City of funds and must confirm payment to the City. Prime contractor shall have a
continuing obligation to pay all subcontractors and suppliers equal to the amount of work and materials
furnished on this project at the direction of the prime contractor and for which amount prime contractor
includes in its request or application for payment that it submits to the city in order to induce payment for the
same; otherwise, within 10 business days after receiving written notice from the city, prime contractor shall
return to the city any and all amounts it has been paid by the city that prime contractor failed to pay its
subcontractors or suppliers in contradiction to information contained in a corresponding request or
application for payment submitted by prime contractor. Additionally, failure to comply with the requirements
of this section may result in penalties imposed upon prime contractor, including without limitation those
outlined in Chapter 126, Jacksonville Ordinance Code.

I. GOOD FAITH EFFORTS

Bidders who are unable to meet the stated JSEB participation goals set forth herein are required to submit to
the Chief of Procurement Division: (i) a Notice of Intent to Submit a Good Faith Effort Statement at the time
of bid opening; and (ii) a completed Good Faith Effort Form (Form 4) and all supporting documentation, that
demonstrates all of the bidder’s efforts in the solicitation of subcontractors to meet the JSEB participation
goals on this project, which will be evaluated in accordance with the factors outlined in Part 6 Subpart D of
Chapter 126, Jacksonville Ordinance Code, including without limitation §§ 126.618.

Failure to submit the Good Faith Effort Statement and supporting documentation at the scheduled bid opening;:
(i) shall constitute a waiver of any right to have the same considered; and (ii) may result in the bid in question
being rejected as non-responsive.

If the JSEB Administrator finds that a bidder/proposer did not make sufficient Good Faith Efforts, the JSEB
Administrator shall communicate this finding to the user department and recommend that the bid/proposal be
rejected. A bidder/proposer may protest this determination pursuant to the City's bid protest procedures.

Revised: August 2023
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NOTE: The City will investigate and verify information submitted in determining Good Faith Effort,
and, among other factors, will compare the same with the performance of other bidders in their
attempt to meet the participation goals defined herein.

J. EXCLUSIONARY AGREEMENTS

Agreements between any bidder/proposer and a JSEB in which the JSEB promises not to provide
subcontracting quotations to other bidders are prohibited and may result in both the bidder/proposer and the
JSEB being subject to the penalties outlined in Chapter 126, Jacksonville Ordinance Code.

K. JOINT VENTURE SUBMITTAL

For Capital Improvement, contractors submitting as Joint Venture must be certified as a joint
venture at the time of bid opening. Information concerning submitting a bid as a Joint Venture
may be obtained from the Procurement Division, 214 N. Hogan Street, Suite 800, Jacksonville,
FL 32202, (904) 255-8800. Failure to meet the deadline for certification as a Joint Venture may
deem a proposal non-responsive.

L. SUBSTITUTIONS

1. The contractor cannot make changes to the Schedule of Participation or substitute subcontractors
named in the Schedule of Participation without the Chief's prior written approval based on the
Ombudsman's recommendation and JSEB Administrator's compliance review. Unauthorized
changes or substitutions shall be a violation of this Chapter and may constitute grounds for rejection
of the bid or proposal or cause termination of the executed contract for breach, the withholding of
payment and/or subject the contractor to contract penalties or other sanctions. Sec 126.619 (c)

2. All requests for changes or substitutions of the subcontractors named in the Schedule of
Participation shall be made to the Ombudsman with a copy to the JSSEB Administrator in writing,
and shall clearly and fully set forth the basis for the request. A contractor shall not substitute a
subcontractor or perform the work designated for a subcontractor with its own forces unless and
until the Chief approves such substitution in writing. A contractor shall not allow a substituted
subcontractor to begin work until the Chief has approved the substitution based on the
recommendation of the JSEB Administrator. Sec 126.619 (c) 1

3. The facts supporting the request must not have been known nor reasonably should have been known
by either party prior to the submission of the Schedule of Participation. Bid shopping is prohibited.
The contractor must bring this dispute to the Ombudsman for resolution. Sec 126.619 (c) 2

4. The Chief's final decision whether to permit or deny the proposed substitution, and the basis,
therefore, will be communicated to the parties in writing by the Chief, with a copy to the CAO. Sec
126.619 (c) 3

5. If the City requires the substitution of a subcontractor listed in the Schedule of Participation, the

contractor shall undertake Good Faith Efforts to fulfill the Schedule of Participation if the Project
Specific Goals would not otherwise be met. If the Goal(s) cannot be reached and Good Faith Efforts
have been made, the contractor may substitute with a non-JSEB. Sec126.619 (c) 4

6. If a Contractor plans to hire a subcontractor on any scope of work that was not previously disclosed
in the Schedule of Participation, the contractor shall obtain the approval of the JSEB Administrator
to modify the Schedule of Participation and must make Good Faith Efforts to ensure that JSEBs
have a fair opportunity to bid on the new scope of work.

7. Changes to the scopes of work shall be documented by the User Department at the time they arise,
to establish the reasons for the change and the effect on achievement of the Project Specific Goal(s).

Revised: August 2023
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M. JSEB MONTHLY REPORT

A completed JSEB Monthly Report (See Form 3) will be included with each pay request. Prime Contractor
is required to maintain records of the JSEB Monthly Reports for three (3) years.

N. CALCULATION OF JSEB PARTICIPATION

O.PENALTIES

Credits toward the JSEB goal will be based on the percentage of work actually performed by JSEBs.

If a certified JSEB bidder bids as a prime contractor, it will meet the established goal by virtue of
being a certified JSEB; nevertheless, JSEBs who bid as prime contractors are encouraged to make
every attempt to subcontract with other JSEBs.

Subject to the requirements of Part 6 of Chapter 126, Jacksonville Ordinance Code, credit towards
the JSEB goal allowed for a joint venture involving a JSEB will be equal to the same percentage as
the percentage of ownership and control of the JSEB participants in the joint venture. The eligibility
of a JSEB joint venture will be determined on a project-by project basis. A joint venture must be
certified as a JSEB joint venture at the time of bid opening in order for the participation of the JSEB
partner to be counted towards the JSEB goal requirement. The JSEB partner’s share in the
ownership, control, management responsibilities, risks and profits of the joint venture must be at
least twenty-five percent (25%) and the JSEB partner must be responsible for a clearly defined
portion of the work to be performed.

The EBO office will accept participation from certified JSEB companies that are certified at the
time of bid opening, and that are immediately subordinate to subcontractors and sub-consultants,
toward meeting percentage goals.

The EBO office will accept 100% of purchase price for materials from JSEB suppliers towards
meeting JSEB percentage goals.

Severe penalties, including without limitation those outlines in Chapter 126, Jacksonville Ordinance Code,
may apply to non-compliance with the Equal Business Opportunity Program and other violations of
applicable federal, state, and local laws statutes, ordinances, rules, and regulations.

P. GOAL

The designation of this project is "Encouragement".

(REMAINDER OF THIS PAGE LEFT INTENTIONALLY BLANK)

Revised: August 2023
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JSEB Goals defined

ENCOURAGEMENT

It is an official policy of the City of Jacksonville to encourage the maximum participation of Jacksonville Small Emerging
Business (JSEB) in its contract awards based upon availability.

Under the encouragement plan, vendors are required to make all efforts reasonably necessary to ensure that City
certified JSEB have a full and fair opportunity to compete for performance on this project.

Bidders/Suppliers/Consultants or any entity doing business with the City shall not discriminate on the basis of race, ethnicity,
national origin or gender in the award and performance of the work under this contract.

Please use the attached form 1 (Schedule of Participation) to submit JSEB Participation on this Bid. You may contact the
Jacksonville Small & Emerging Business Office at (904) 255-8620 to verify the status of a JSEB or visit our web site at

www.JSEB.coj.net.

PARTICIPATION

The following goals apply to this contract and submissions of a bid by a prospective contractor shall constitute full
acceptance of all conditions outlined in the bid documents, Chapter 126, Jacksonville Ordinance Code, and the prospective
contractor’s bid proposal.

The attainment of JSEB participation goals established for this contract will be: (i) based upon JSEBs certified by the City
AT THE TIME OF BID OPENING in accordance with Part 6 of Chapter 126, Jacksonville Ordinance Code; and (ii)
measured as a percentage of the total dollar value of the contract or, in the case of alternates, the percentage is calculated on
the base bid for the purpose of the award; however, the contractor is expected to make every attempt to meet or exceed the
stated goals when the alternates are awarded.

SET-ASIDE

It is an official policy of the City of Jacksonville to encourage the maximum participation of Jacksonville Small Emerging
Business (JSEB) in its contract awards based upon availability. It is the City’s intent in adopting this program to reflect the
philosophy with regard to enhancing participation of JSEBs in all areas of procurement.

The Set Aside Plan is designated for certified Jacksonville Small Emerging Business participation only pursuant to
Ordinance 2004-602-E, Section 126.608 (subsequently revised pursuant to 2005-944-E). All bidders responding must be
JSEB certified prior to bid opening.

The JSEB prime contractor shall perform at least 40% of the total amount of the work to be performed under this
contract with its own workforce. Notwithstanding this provision, a JSEB prime contractor should be prepared to
demonstrate its own experience, licensing, capacity and/or ability to perform 100% of the total amount of the work
being solicited, and, for purposes of award, a JSEB prime contractor should not rely upon sub-contractors or sub-
consultants to meet any minimum requirements or qualifications. Subcontracting of any work under this contract shall
not relieve a JSEB prime contractor of its full responsibility for the proper and timely performance and for its selection of
subcontractor(s).

In addition to the bidding requirements specified elsewhere in these contract documents, under the Set Aside Plan, bids
will only be accepted from bidders who are certified by the City as a JSEB AT TIME OF BID OPENING, in accordance
with Chapter 126, City Ordinance Code.

You may contact the Jacksonville Small & Emerging Business Office at (904) 255-8620 to verify the status of a JSEB
or visit our web site at www.jseb.coj.net.

(REMAINDER OF THIS PAGE LEFT INTENTIONALLY BLANK)

Revised: August 2023
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Equal Business Opportunity Program Requirement

JSEB FORM 1
CITY OF JACKSONVILLE SMALL & EMERGING BUSINESS PROGRAM

SCHEDULE OF JSEB SUPPLIER/ CONSULTANT/ SUBCONTRACTOR

NAME OF BIDDER

PROJECT TITLE

BID NUMBER TOTAL BASE BID AMOUNT

For the purpose of the JSEB Project goals, all bids requiring CCNA will confirm the requirement on
Form1. However, the amount of the scope of service to be performed by the JSEB is not required
until the agency has negotiated cost w/the selected firm.

Prior to the selected firm going before the PSEC committee for approval of the negotiated scope and

fee package , the firm must list the JSEB vendor(s) and the amount for the scope of service to be
performed by the JSEB(s).

*Please list all JSEB Suppliers

NAME OF SUB FIRM JSEB (Y/N) TYPE OF WORK TO TOTAL
BE PERFORMED CONTRACT
VALUE

The undersigned acknowledges and agrees that, if any of the above-listed JSEBs are not, for any reason, properly certified with
the City, in accordance with Ordinance 2004-602, at the time of bid opening, the same will not be counted toward meeting the
participation percentage goal as defined herein.

The undersigned will enter into a formal Agreement with the JSEB Suppliers/Consultants/Subcontractors identified herein for
work listed in this schedule, as well as any applicable alternates, conditioned upon execution of a contract with the City of
Jacksonville. Under penalties of perjury I declare that [ have read the foregoing conditions and instructions and the facts are true to
the best of my knowledge and beliefs.

The designation of this project is: Encouragement X  Participation Set Aside

Signature: Title: Date:
Signature of Prime Contractor

Revised: August 2023
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Equal Business Opportunity Program Requirement

JSEB FORM 2

LETTER OF INTENT
TO PERFORM AS A SUBCONTRACTOR or SUB-CONSULTANT

(Name of JSEB Supplier/Consultant/Subcontractor)

Name of Bid
Project: Number:

I, the undersigned, understand that the price below is representative of my intent to perform the scope of
work attached. I further understand that this price is subject to increase or decrease due to the City of
Jacksonville bid requirements. All work must meet the City of Jacksonville bid specifications.

*Total amount of work to be
performed or materials to be

supplied, including Sales Tax

*Scope of Work Attached

Signature of JSEB Supplier/Consultant/ Title Date
Subcontractor

* For solicitations that are not project specific, such as: misc. services, design build, etc.; “TBD” will not
be accepted with the bid submittal on Form 1 and the Letters of Intent at minimum there should be a
percentage of JSEB usage. For solicitations that are project specific you will be required to provide a
dollar amount on Form 1 and on all Letters of Intent. “TBD” will not be accepted.

This form must be used for Letter of Intent.

Revised: August 2023
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CITY OF JACKSONVILLE SMALL & EMERGING BUSINESS PROGRAM

FORM 3

FINANCE & ADMINISTRATION DEPARTMENT
CONSULTANT AND CONTRACTOR’S MONTHLY REPORT

PRIME CONTRACTOR NAME:

PROJECT TITLE:

PROFESSIONAL SERVICES (RFP) NO.

ESC-0353-24

-OR- CITY BID NO.

CURRENT CONTRACT TOTAL AMOUNT $

CITY CONTRACT NO. or PO NO.

INVOICE INFORMATION
INVOICE NO.: CURRENT INVOICE §:
FOR PERIOD ENDING DATE: CUMULATIVE INVOICED $§:

% CONTRACT COMPLETE:

CONTRACT GOAL TRACKING

JSEB SUPPLIER GOAL §$:

PRIOR MONTH
CUMULATIVE JSEB SUPPLIER §:

PRIOR MONTH

CUMULATIVE NON- JSEB SUPPLIER $:

CUMULATIVE JSEB SUPPLIER $:

CUMULATIVE NON- JSEB SUPPLIER $:

JSEB SUPPLIER GOAL %:

FORMULA FOR CURRENT MONTH %:

CUMULATIVE § / CUMULATIVE $ INVOICED

CUMULATIVE JSEB SUPPLIER
% :

CUMULATIVE NON- JSEB
SUPPLIER % :

JSEB SUPPLIER/ CONSULTANT/ SUBCONTRACTORS TO BE PAID FROM THIS INVOICE

COMPANY NAME FEDERAL L.D. NO. Z1P CODE JSEB TYPE ! TYPE Of WORK $ THIS PAYMENT
TOTAL
NON-JSEB SUPPLIER/ CONSULTANT/ SUBCONTRACTORS TO BE PAID FROM THIS INVOICE
COMPANY NAME FEDERAL L.D. NO. Z1P CODE Type TYPE Of WORK $ THIS PAYMENT
N/A
N/A
N/A
TOTAL
1 JSEB (Jacksonville Small Emerging Business)
2TYPE OF WORK: Examples: Catering, Clerical, Consulting, Engineering, Hauling, Janitorial, Masonry, Site Clearing, Technical Support, etc.
FOR CITY OF JACKSONVILLE USE ONLY
$ THIS
DATE PROCESSED
DOCUMENT NO. INDEX CODE - SUBOBJECT - PROJECT NO. - DETAIL PAYMENT
Notes:
1. THIS MONTHLY FORM MUST BE COMPLETED AND SUBMITTED WITH ALL REQUESTS FOR PAYMENT AND FINAL
PAYMENT.

2. Contractor shall attach to this form a typewritten explanation of any differences in JSEB participation from original contract commitment.

Revised: August 2023
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Equal Business Opportunity Program Requirement

JSEB FORM 4
CITY OF JACKSONVILLE SMALL & EMERGING BUSINESS PROGRAM

EB D FAITH EFFORT D MENTATI

The intent of this form is to document the good faith effort attempts made by the apparent low bidder in
soliciting JSEB firms to meet the JSEB project goal. Please note that the project goal will not be waived, and
the contractor must make efforts to achieve the goal throughout the life of the contract.

Every work type where there is a certified JSEB, the apparent low bidder must submit the form as follows:

All information mitt n this form i ject to audit by th EB Offi
Date Submitted: Bid Number: Agency:
Contractor Name: Company Address:
City State: Zip code: Phone:
Goal Percentage: Commitment Percentage: Unattained Percentage:

I certify that the information contained in this good faith effort documentation form is true and correct to the best
of my knowledge. I further understand that any willful falsification, fraudulent statement, or misrepresentation
will result in appropriate sanctions which may involve debarment and/or prosecution under applicable State and
Federal laws.

Bidder/Authorized Representative Signature:

Representative Title: Date:

Witness: Date:

Revised: August 2023
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CITY OF JACKSONVILLE SMALL & EMERGING BUSINESS PROGRAM

Attachment C
Equal Business Opportunity Program Requirement

JSEB FORM 4 (Cont.)

GOOD FAITH EFFORT DOCUMENTATION

ESC-0353-24

Work Type Number

Description of Work, Service or Material

JSEB Firm Name

Contact Name (First and Last)

Contact Date

Contact Method

Contact Results

Bid Amount

1.

2.

3.

Comments:

Work Type Number

Description of Work, Service or Material

JSEB Firm Name

Contact Name (First and Last)

Contact Date

Contact Method

Contact Results

Bid Amount

1.

2.

3.

Comments:

Work Type Number

Description of Work, Service or Material

JSEB Firm Name

Contact Name (First and Last)

Contact Date

Contact Method

Contact Results

Bid Amount

1.

2.

3.

Comments:

Revised: August 2023
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Equal Business Opportunity Program Requirement

JSEB FORM 4 (Cont.)
CITY OF JACKSONVILLE SMALL & EMERGING BUSINESS PROGRAM

GOOD FAITH EFFORT REQUIREMENTS

GOOD FAITH EFFORTS

Proposers who fail to meet the stated JSEB participation goals set forth in Section “I”” are required to submit with
their proposal all efforts that would demonstrate a “Good Faith Effort” in the solicitation of subcontractors to meet
the JSEB participation goals on this project.

The following categories, without limitations, may be utilized in considering Good Faith Efforts as outlined in
Chapter 126, Jacksonville Ordinance code:

(1) A contact log showing the name, address, and contact number (phone or fax) used to contact the proposed
certified subcontractors, nature of work requested for quote, date of contact, person making the effort;

(2) The description of work for which a quote was requested,
(3) The amount of the quote given if one was obtained;

(4) The list of divisions of work not subcontracted and an explanation why not; and
(5) Subcontractor information as requested by forms developed by the Department.

If the JSEB Administrator finds that a bidder/proposer did not make sufficient Good Faith Efforts, the JSEB
Administrator shall communicate this finding to the user department and recommend that the bid/proposal be
rejected. A bidder/proposer may protest this determination pursuant to the City's bid protest procedures.

NOTE: The City will investigate and verify information submitted in determining Good Faith Effort and will
compare the same with the performance of other proposers’ attempts to meet the participation goals defined
herein.

SOLICITATION EFFORTS - Should include your efforts to solicit quotes, through all reasonable and
available means, the interest of all certified firms who have the capability to perform the work of the contract. The
bidder should ensure that the requests are made within sufficient time to allow JSEB firms to respond. The
contractor should take the initiative to contact firms which have indicated an interest in participating as a
subcontractor/supplier.

ADDITIONAL EFFORTS - Utilizing the services offered by the City of Jacksonville Small and Emerging
Business Office for assistance with recruitment efforts. Contractors are encouraged to undertake and document
any other efforts taken in their attempt to fulfill the project goal.

Revised: August 2023
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Attachment D

SERVICES CONTRACT
BETWEEN
[THE CITY OF JACKSONVILLE]
AND
INSERT CORPORATE NAME OF CONTRACTOR
FOR
INSERT SUMMARY OF SERVICES TO BE PERFORMED

THIS CONTRACT, made and entered into this ___ day of 20___ (the “Effective Date”), by and
between the CITY OF JACKSONVILLE (the “CITY”), a municipal corporation existing under the Constitution and the
laws of the State of Florida, and (the “CONTRACTOR”), a corporation
authorized to transact business in Florida and with its principal offices at

WHEREAS, the CITY (as the “Buyer”) issued a Request for Proposal No. (the “RFP”) for certain
services described in the RFP (the “Services”); and

WHEREAS, based on CONTRACTOR’S response to the RFP dated , consisting of pages (the
“Response”), the CITY has awarded this Contract to CONTRACTOR;

NOW THEREFORE, in consideration of the premises and the mutual covenants contained below, the parties
agree as follows:

1. Performance of Services. The Services will be performed by CONTRACTOR as specified in the RFP and
the Response.
2. Compensation. CONTRACTOR will be paid by the CITY for the Services [as follows: ]
or [as specified on the Price Sheets attached as Exhibit ].
3. Maximum Indebtedness. As required by Section 106.431, Ordinance Code, the CITY’s maximum
indebtedness, for all products and services under this Contract shall be a fixed monetary amount not-to-exceed
& ).
4. Term. The initial term of this Contract shall commence on the Effective Date and shall expire on
, unless sooner terminated by either party in accordance with the terms of the RFP. This Contract may
be renewed for up to additional one (1) year periods by (i) the CITY, it its sole discretion, upon written notice to

CONTRACTOR at least sixty (60) days prior to end of the then-current term, or (ii) upon the mutual agreement of the
parties.

5. Contract Documents. This Contract consists of the following documents which are hereby incorporated
as if fully set forth herein and which, in case of conflict, shall have priority in the order listed:
e This document, as modified by any subsequent signed amendments
¢ Any amendments to the RFP
e Specific Information Regarding The RFP (Section 1 of the RFP)
e Description of Services and Deliverables (Section 4 of the RFP)
e General Instructions to Respondents (Section 2 of the RFP)
e General Contract Conditions (Section 3 of the RFP)
e Any Purchase Order under the Contract
e The Response, provided that any terms in the Response that are prohibited under the RFP shall not
be included in this Contract.

6. Notices. All notices under this Agreement shall be in writing and shall be delivered by certified mail,
return receipt requested, or by other delivery with receipt to the following:
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As to the CITY:
As to the CONTRACTOR:
7. Contract Managers. Each Party will designate a Contract Manager during the term of this Contract

whose responsibility shall be to oversee the Party's performance of its duties and obligations pursuant to the terms of this
Contract. As of the Effective Date, CITY’S Contract Manager is __ [Insert Name and Address] , and the CONTRACTOR’S
Contract Manager is __[Insert Name and Address] . Each Party shall provide prompt written notice to the other Party of
any changes to the Party's Contract Manager or his or her contact information; provided, such changes shall not be
deemed Contract amendments and may be provided via email.

8. Entire Agreement. This Contract constitutes the entire agreement between the parties hereto for the
Services to be performed and furnished by the CONTRACTOR. No statement, representation, writing, understanding,
agreement, course of action or course of conduct, made by either party or any representative of either party, which is not
expressed herein shall be binding. CONTRACTOR may not unilaterally modify the terms of this Contract by affixing
additional terms to materials delivered to the CITY (e.g., “shrink wrap” terms accompanying or affixed to a deliverable)
or by including such terms on a purchase order or payment document. CONTRACTOR acknowledges that it is entering
into this Contract for its own purposes and not for the benefit of any third party.

9. Amendments. All changes to, additions to, modifications of, or amendment to this Contract, or any of
the terms, provisions and conditions hereof, shall be binding only when in writing and signed by the authorized officer,
agent or representative of each of the parties hereto.

10. Counterparts. This Contract, and all amendments thereto, may be executed in several counterparts, each

of which shall be deemed an original, and all of such counterparts together shall constitute one and the same instrument.

[Remainder of page left blank intentionally. Signature page follows immediately.]
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IN WITNESS WHEREOF, the parties have executed this Contract as of the day and year first above written.

ATTEST: CITY OF JACKSONVILLE
By By
James R. McCain, Jr. Donna Deegan
Corporation Secretary Mayor

In accordance with the Ordinance Code, of the City of Jacksonville, I do hereby certify that there is an unexpended,
unencumbered, and un-impounded balance in the appropriation sufficient to cover the foregoing agreement; and that
provision has been made for the payment of monies provided therein to be paid.

Director of Finance

CITY Contract Number:

Form Approved:
Office of General Counsel
ATTEST: INSERT NAME OF CONTRACTOR.
By, By,

Signature Signature

Type/Print Name Type/Print Name

Title Title
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Attachment E
Disqualified/Probationary Supplier List

In accordance with the City’s Procurement Code 126.201 (1) (1), the Chief of Procurement and all agencies are advised
to cease doing business with disqualified suppliers as they appear on this list. However, any existing contracts held

by the suppliers listed below should be completed.

Eligibility
Date of Reinstatement
Supplier Supplier FEIN # Disqualification Date
Able Lumber and Supply 593198312 07/18/1997 07/18/1998
*Aquino Construction Company, Inc. 00001424 04/19/2018 04/19/2021
Armored Car Services 593191058 02/10/2000 02/10/2001
*Arnett Contracting, Inc. 223965485 06/04/2010 06/04/2013
Ashland Technologies, Inc. 12/03/2021 PERMANENTLY
*Aztec American Builders, Inc. 00012849 01/10/2018 01/10/2021
C & H Construction 593216284 03/07/2002 03/07/2003
Carolina Paper Mill 593579372 10/20/1980 10/20/1981
*Cleft Landscape Mgmt. 590036843 10/26/2000 10/26/2001
Concerned Citizens of Developing the
Disable, Inc. d/b/a A.L.C.R. 07/23/1998 07/23/1999
Court Yard Concepts 593198312 05/07/1997 05/07/1998
Creed Company 45357941 03/07/1990 03/07/1991
D&D Site Work, Inc. 10/9/2013 10/9/2016
Elite Public Safety 03/25/2000 03/25/2001
Fire Defense Centers 593035606 06/08,/1987 06/08/1988
*First Coast Site Contractors 273995727 10/26/2012 10/26/2013
**Francbeth, Inc. 593658944 07/9/2014 07/9/2015
*GA Janitorial Cleaning Svcs., Inc. 010684614 08/31/2009 08/31/2010
George Patterson & Assoc. 59317759 06/05/1998 06/05/1999
*General Contracting Repair and
Installation, Inc. 12/02/2022 12/01/2027
G K Solutions 593541756 09/08/1999 09/08 /2000
Kingdom Cleaning FERRGHI4 [ ¥+ Q588 10/20/2015 10/20/2017
*Process Server Enterprises, LLC 263336079 04/29/2010 04/29/2011
**Ray T. Freiha Construction, Inc. 593615599 06/01/2010 06/01/2012
*The Real Dirt Busters Frrxx3042 10/26/2012 10/26/2015
**Sheza General Contractors, Inc. 593430930 11/02/2010 11/02/2011
Tiger Tale Publication 05/21/1998 05/21/1999
Whittle & Sons 07/25/1980 07/25/1981

*Suppliers disqualified/debarred from bidding as Prime and/or Sub-Contractors.
**Suppliers placed on probation for a period of 6 months or more.

Revised 9/26/2023
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Attachment F
Federal Funding Provisions (if applicable)

NOT APPLICABLE.
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Attachment G
Indemnification

Contractor and its subcontractors (the “Indemnifying Party”) shall hold harmless, indemnify, and defend the City of
Jacksonville and their respective members, officers, officials, employees and agents (collectively the “Indemnified
Parties”) from and against, without limitation, any and all claims, suits, actions, losses, damages, injuries, liabilities,
fines, penalties, costs and expenses of whatsoever kind or nature, which may be incurred by, charged to or recovered
from any of the foregoing Indemnified Parties for:

1. General Tort Liability, for any negligent act, error or omission, recklessness, or intentionally wrongful conduct on
the part of the Indemnifying Party that causes injury (whether mental or corporeal) to persons (including death) or
damage to property, whether arising out of or incidental to the Indemnifying Party’s performance of the Contract,
operations, services or work performed hereunder; and

2. Environmental Liability, to the extent this Contract contemplates environmental exposures, arising from or in
connection with any environmental, health and safety liabilities, claims, citations, clean-up or damages whether
arising out of or relating to the operation or other activities performed in connection with the Contract; and

3. Intellectual Property Liability, to the extent this Contract contemplates intellectual property exposures, arising
directly or indirectly out of any allegation that the Services provided under this Contract (the “Service(s)”), any
product generated by the Services, or any part of the Services as contemplated in this Contract, constitutes an
infringement of any copyright, patent, trade secret or any other intellectual property right. If in any suit or
proceeding, the Services, or any product generated by the Services, is held to constitute an infringement and its use
is permanently enjoined, the Indemnifying Party shall, immediately, make every reasonable effort to secure
within sixty (60) days, for the Indemnified Parties, a license, authorizing the continued use of the Service or
product. If the Indemnifying Party fails to secure such a license for the Indemnified Parties, then the Indemnifying
Party shall replace the Service or product with a non-infringing Service or product or modify such Service or
product in a way satisfactory to the City, so that the Service or product is non-infringing.

If an Indemnified Party exercises its right under this Contract, the Indemnified Party will (1) provide reasonable
notice to the Indemnifying Party of the applicable claim or liability, and (2) allow Indemnifying Party, at its own
expense, to participate in the litigation of such claim or liability to protect its interests. The scope and terms of the
indemnity obligations herein described are separate and apart from, and shall not be limited by, any insurance
provided pursuant to the Agreement or otherwise. Such terms of indemnity shall survive the expiration or
termination of the Agreement.

In the event that any portion of the scope or terms of this indemnity is in derogation of Section 725.06 or 725.08 of
the Florida Statutes, all other terms of this indemnity shall remain in full force and effect. Further, any term which
offends Section 725.06 or 725.08 of the Florida Statutes will be modified to comply with said statutes.
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Attachment H
Insurance Requirements

Without limiting its liability under this Contract, Provider shall at all times during the term of this Contract procure prior
to commencement of work and maintain at its sole expense during the life of this Contract (and Provider shall require its,
subcontractors, laborers, materialmen and suppliers to provide, as applicable), insurance of the types and limits not less
than amounts stated below:

Insurance Coverages

Schedule Limits
Worker’s Compensation Florida Statutory Coverage
Employer’s Liability $ 100,000 Each Accident
$ 500,000 Disease Policy Limit
$ 100,000 Each Employee/Disease

This insurance shall cover the Provider (and, to the extent they are not otherwise insured, its subcontractors) for those
sources of liability which would be covered by the latest edition of the standard Workers” Compensation policy, as filed
for use in the State of Florida by the National Council on Compensation Insurance (NCCI), without any restrictive
endorsements other than the Florida Employers Liability Coverage Endorsement (NCCI Form WC 09 03), those which are
required by the State of Florida, or any restrictive NCCI endorsements which, under an NCCI filing, must be attached to
the policy (i.e., mandatory endorsements). In addition to coverage for the Florida Workers” Compensation Act, where
appropriate, coverage is to be included for the Federal Employers’ Liability Act, USL&H and Jones, and any other
applicable federal or state law.

Commercial General Liability $2,000,000 General Aggregate
$2,000,000 Products & Comp. Ops. Agg.
$1,000,000 Personal/ Advertising Injury
$1,000,000 Each Occurrence
$ 50,000 Fire Damage
$ 5,000 Medical Expenses

Such insurance shall be no more restrictive than that provided by the most recent version of the standard Commercial
General Liability Form (ISO Form CG 00 01) as filed for use in the State of Florida without any restrictive endorsements
other than those reasonably required by the City’s Office of Insurance and Risk Management. An Excess Liability policy
or Umbrella policy can be used to satisfy the above limits.

If Contractor performs their services onsite then the Contractor must maintain the additional below coverage:

Automobile Liability $1,000,000 Combined Single Limit
(Coverage for all automobiles, owned, hired or non-owned used in performance of the Services)

Such insurance shall be no more restrictive than that provided by the most recent version of the standard Business Auto
Coverage Form (ISO Form CAOQ001) as filed for use in the State of Florida without any restrictive endorsements other than
those which are required by the State of Florida, or equivalent manuscript form, must be attached to the policy equivalent
endorsement as filed with ISO (i.e., mandatory endorsement).
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Cyber Liability & Data Storage $1,000,000 per Claim and Aggregate
Such insurance shall be on a form acceptable to the City and shall cover, at a minimum, the following:

* Data Loss and System Damage Liability (when applicable)

* Security Liability

e Privacy Liability

* Privacy/Security Breach Response Coverage, including Notification Expenses

Such Cyber Liability coverage must be provided on an Occurrence Form or, if on a Claims Made Form, the retroactive
date must be no later than the first date of this Contract and such claims-made coverage must respond to all claims
reported within three years following the period for which coverage is required and which would have been covered had
the coverage been on an occurrence basis.

The Cyber Liability coverage may be included as part of the Professional Liability coverage required above.

Professional Liability $1,000,000 per Claim & Aggregate

The Professional Liability insurance shall include coverage for Technology Errors and Omissions Liability and must be
provided on an Occurrence Form or, if on a Claims Made Form, the retroactive date must be no later than the first date of
this Agreement and such Claims-made coverage must respond to all claims reported within three years following the
period for which coverage is required and which would have been covered had the coverage been on an occurrence basis.
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Additional Insurance Provisions

. Additional Insured: All insurance except Worker’s Compensation shall be endorsed to name the City of
Jacksonville and City’s members, officials, officers, employees and agents as Additional Insured. Additional
Insured for General Liability shall be in a form no more restrictive than CG2010 and CG2037, Automobile Liability
CA2048.

Waiver of Subrogation. All required insurance policies shall be endorsed to provide for a waiver of underwriter’s
rights of subrogation in favor of the City of Jacksonville and its members, officials, officers employees and agents.

Provider’s Insurance Primary. The insurance provided by the Provider shall apply on a primary basis to, and
shall not require contribution from, any other insurance or self-insurance maintained by the City or any City
members, officials, officers, employees and agents.

Deductible or Self-Insured Retention Provisions. All deductibles and self-insured retentions associated with
coverages required for compliance with this Contract shall remain the sole and exclusive responsibility of the
named insured Provider. Under no circumstances will the City of Jacksonville and its members, officers,
directors, employees, representatives, and agents be responsible for paying any deductible or self-insured
retentions related to this Contract.

Contractor’s Insurance Additional Remedy. Compliance with the insurance requirements of this Contract shall not
limit the liability of the Provider or its Subcontractors, employees or agents to the City or others. Any remedy
provided to City or City’s members, officials, officers, employees, or agents shall be in addition to and not in lieu of
any other remedy available under this Contract or otherwise.

Waiver/Estoppel. Neither approval by City nor failure to disapprove the insurance furnished by Provider shall
relieve Provider of Provider’s full responsibility to provide insurance as required under this Contract.

Certificates of Insurance. Provider shall provide the City Certificates of Insurance at contract execution, that shows
the corresponding City Contract Number in the Description, if known, Additional Insureds as provided above and
waivers of subrogation. The certificates of insurance shall be mailed to the City of Jacksonville (Attention: Chief of
Risk Management), 117 W. Duval Street, Suite 335, Jacksonville, Florida 32202.

. Carrier Qualifications. The above insurance shall be written by an insurer holding a current certificate of authority
pursuant to chapter 624, Florida State or a company that is declared as an approved Surplus Lines carrier under
Chapter 626 Florida Statutes. Such Insurance shall be written by an insurer with an A.M. Best Rating of A- VII or
better.

Notice.  The Provider shall provide an endorsement issued by the insurer to provide the City thirty

(30) days prior written notice of any change in the above insurance coverage limits or cancellation, including
expiration or non-renewal. If such endorsement is not available then the Tenant, as applicable, shall provide said
thirty (30) days written notice of any change in the above coverages or limits, coverage being suspended, voided,
cancelled, including expiration or non-renewal.

Survival. Anything to the contrary notwithstanding, the liabilities of the Provider under this Contract shall survive
and not be terminated, reduced or otherwise limited by any expiration or termination of insurance coverage.

Additional Insurance. Depending upon the nature of any aspect of any project and its accompanying exposures
and liabilities, the City may reasonably require additional insurance coverages in amounts responsive to those
liabilities, which may or may not require that the City also be named as an additional insured.

Special Provisions: Prior to executing this Agreement, Provider shall present this Contract and Attachment D & E
to its Insurance Agent affirming: 1) That the Agent has personally reviewed the insurance requirements of the
Contract Documents, and (2)That the Agent is capable (has proper market access) to provide the coverages and
limits of liability required on behalf of Provider.
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Bonds and Other Performance Security. Design-Builder shall not perform or commence any construction services for a
Project until the following performance bond and labor and material payment bond or other performance security have
been delivered to Owner: Bonds - In accordance with the provisions of Section 255.05, Florida Statutes, Design-Builder
shall provide to Owner, on forms furnished by Owner, a 100% Performance Bond and a 100% Labor and Material
Payment Bond for each Project performed under this Agreement, each in an amount not less than the GMP as defined in
Article 6 and inclusive of Design- Builder’s fees. No qualification or modifications to the Bond forms are permitted.

To be acceptable to Owner as Surety for Performance Bonds and Labor and Material Payment Bonds, a Surety Company
shall comply with the following provisions:

1.

5.

The Surety Company shall have a currently valid Certificate of Authority, issued by the State of Florida,
Department of Insurance, authorizing it to write surety bonds in the State of Florida.

The Surety Company shall have a currently valid Certificate of Authority issued by the United States Department
of Treasury under Sections 9304 to 9308 of Title 31 of the United States Code.

The Surety Company shall be in full compliance with the provisions of the Florida Insurance Code.

The Surety Company shall have at least twice the minimum surplus and capital required by the Florida Insurance
Code during the life of thisagreement.

a. If the Contract Award Amount exceeds $500,000, the Surety Company shall also comply with the following
provisions:

b. The Surety Company shall have at least the following minimum ratings in the latest issue of A.M. Best's Key
Rating Guide.

CONTRACT AMOUNT RATING RATING
$200,000 TO $1,000,000 A- CLASS IV
$1,000,000 TO $2,500,000 A- CLASS V
$2,500,000 TO $5,000,000 A- CLASS VI
$5,000,000 TO $10,000,000 A- CLASS VII
$10,000,000 TO $25,000,000 A- CLASS VIII
$25,000,000 TO $50,000,000 A- CLASS IX
$50,000,000 TO $75,000,000 A- CLASS X

The Surety Company shall not expose itself to any loss on any one risk in an amount exceeding ten (10) percent of
its surplus to policyholders, provided:

a. Any risk or portion of any risk being reinsured shall be deducted in determining the limitation of the risk as
prescribed in this section. These minimum requirements shall apply to the reinsuring carrier providing
authorization or approval by the State of Florida, Department of Financial Services to conduct business in this
state.

In the case of the surety insurance company, in addition to the deduction for reinsurance, the amount assumed by any co-
surety, the value of any security deposited, pledged or held subject to the consent of the surety and for the protection of
the surety shall bededucted.
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Attachment I ESC-0353-24
Protest Procedures

CITY OF JACKSONVILLE

=

PROCUREMENT DIVISION

214 N. Hogan Street Suite 800, Jacksonville, Florida 32202
(904) 255-8800-Phone; (904) 255-8837 Fax; www.coj.net

126.106(¢) PROTESTPROCEDURES

126.106(e)(1) Purpose and Scope
126.106(eX2) Definitions
126.106(e}(3} Timely Notice of Protest

126.106{e}(4) Request for Extension 1o File Supplemental Protest Documentation

126.106{(e)}(S) Delivery
126.106(e)(6) Process
126.106(e)(7) Protest Hearing Rules and Procedures

126.106(e)(8) Independent Agency, Board or Delegaled Authority

126.106(e)(1) Purpose and Scope

(a) These protest procedures are promulgated pursvant to
§126.106(e) of the Jacksonvilie Ordinance Code (the
“Code”), which authorizes the Chief of the Procurement
Division (the “Chief”) to "prepare and publish rules and
regulations governing bid protests." In the event a court of
competent jurisdiction declares any provision of these
Procurement Protest Procedures to be unconstitutional,
invalid, or otherwise unenforceable, then all remaining
provisions shall be severable, valid, and enforceable
regardless of the invalidity of any other provision.

{b}In accordance with the procedures contained herein, any
person or entity that is adversely affected by a decision or
an intended decision concerning a solicitation, solicitation
documents, award, or any other process or procedure
prescribed in the Code and who has standing Lo protest said
decision or intended decision under Fiorida law (the
“Protestant”), must timely file a written Notice of Protest
seeking to challenge the decision or intended decision.

The issue(s) raised, and the information contained in the
Notice of Protest and any supplemental documentation
filed in accordance with §126.106(e)(4), hereof, must
clearly identify and explain the factual and legal basis for
any relief sought, and shall be the only issue(s) and
information the Protestant may present for consideration
before the applicable committee.

Page 1 of 3

126.106(e)(2) Definitions

For the purpose of these Bid Protest Procedures, the
following definitions are provided:

(a) “Competitive solicitation” or "solicitation” shall include
without limitation an invitation to bid, competitive sealed
bid, multi-step competitive sealed bid, competitive scaled
proposal, or a request for proposals and/or qualifications.

{b} “Posting” means the notification of solicitalions,
decisions or intended decision, or other matters relating to
procurement on a centralized Internet website, by placing
the same on the bulletin board(s) designated by the
Procurement Division for this purpose, or as may be
consistent with§126.102(m) of the Code.

(¢) “Exceptional purchase” means any purchase excepted by
law or rule from the requirements for competitive solicitation,
including without limitation purchases pursuant to §126.107,
126.206, 126.207, 126.211, 126.307, 126.309, 126.311,
126.312, or 126.313 of the Code.

(d) “Electronic transfer” is limited solely to facsimile
transmissions that appear legibly on paper at the place of
filing.

Revision 3; Effective Date: 10/07/2022
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Protest Procedures

(e) “Final Agency Action” means a final decision that
results from a proceeding hereunder, and includes actions
which are affirmative, negative, injunctive, or declaratory
in form.

(f) “Procurement process” has the
“contract solicitation or award process.”

same meaning as

126.106(e)(3) Timely Notice of Protest

(a) Recommendations of Award and/or Bid Rejection.
A Protestant shall have 48 hours after either the posting or
written notification of a decision or intended decision,
whichever is earlier, in which to file a written Notice of
Protest in order to timely challenge or seek relief from a
Procurement  Division recommended award of an
exceptional purchase or an award or recommended
conclusion to any bid or proposal solicitation process,
including without limitation: (i) a recommendation to reject a
bid or proposal; (ii) a contract award; or (iii) the short
listing of bidders or proposers.

(b) Bid/Proposal Specifications and/or
Requirements. A Protestant shall have 10 business days
after the posting of a solicitation or 48 hours after the posted
date and time of a pre-bid or pre-proposal conference,
whichever is carlier, or 48 hours after the posting of an
addendum, in which to file a written Notice of Protest in
order o timely challenge the requirements, terms and/or
conditions contained in bid or proposal documents,
including without limitation any provisions governing or
establishing: (i) the basis for making the award in question;
(ii} evaluation criteria; (iii) equipment, product, or malerial
specifications;  (iv) proposed project schedules; (v)
statements regarding participation goals or other equal
opportunity measures; or (vi) other general solicitation or
project requirements.

(c) Computation of Time - The computation of the time
limitations or periods contained herein shall be governed by
and shall be pursuant to Florida Rule of Civil Procedure
1.090(a) Florida Rule of Judicial Administration 2.514.
Failure to file a written Notice of Protest within the
applicable time limitation or period shall constitute a waiver
of any right, remedy, or relief available hereunder.

(d) Form and Content of the Notice of Protest - A
written Notice of Protest shall: (i) be addressed to the Chief;
(ii) identify the solicitation, decision, or recommended award
in question by number and title or any other language
sufficient to enable the Chief to identify the same; (iii) stale
the timeliness of the protest; (iv) state Protestant's legal
standing to protest; and (v) clearly state with particularity the
issue(s), material fact(s) and legal authority upon which the
protest is based.
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126.106(e)(4) Request for Extension teo File

Supplemental Protest Documentation

At the time of filing a timely Notice of Protest hereunder, a
Protestant may request an exlension of three (3) business
days after the date its Notice of Protest is timely received,
in which o provide supplemental protest documentation.
Failure to do so or to timely submit the supplemental protest
documentation shall constitute a waiver of any right to the
same.

126.106(e)(5) Delivery

The timely filing of a Notice of Protest shall be
accomplished when said notice is received by the
Procurement Division within the applicable time limitation
or period contained herein. Filing a notice may be
accomplished by manual transfer via hand-delivery or mail
to the Chief of Procurement at 214 N. Hogan Street, 8®
floor, Jacksonville, Florida 32202 or by electronic transfer
via facsimile to (904) 255-8837. The responsibility and
burden of proof that its Notice of Protest has been limely
and properly received shall rest with the Protestant,
regardless as to the method of delivery employed.

126.106(e)(6) Process

(a) Upon receipt of a timely filed written Notice of Protest,
the Chief or his/her designee shall schedule and provide
notice of the time, date, and place that the protest will be
heard. The protest will be heard before the General
Governmental Awards Committee  (“GGAC”), the
Professional Services Evaluation Committee (“PSEC”), or
the Competitive Scaled Proposal Evaluation Committee
(“CSPEC™), whichever is applicable. The Chief or his/her
designee shall have the discretion to proceed with the
solicitation or contract award process in question or to
suspend the same pending the resolution of the protest. To
the extent the Chief or his/her designee decides to exercise
his/her discretion not to suspend the solicitation or contract
award process pending the resolution of the protest, the
Chief or his/her designee shall set forth in writing the
particular facts and/or circumstances upon which his/her
decision is based.

(b) Those persons or entities, other than the Protestant, who
will be directly affected by the resolution of the protest
shall be given notice of the protest hearing, and the Notice
of Protest and any supplemental protest documentation shall
be made available to them upon a written request for the
same.

Revision 3; Effective Date: 10/07/2022

ESC-0353-24

51



Attachment I

Protest Procedures

{c) When a Notice of Protest is filed pursuant to
§126.106(e)(3)(b), hereof, the Chief or applicable awards
committee chairperson shall have the discretion to direct
that the solicitation in question is not to be opened pending
the resolution of the protest.

126.106(e)(7) Protest Hearing Rulesand Procedures

{a) Hearings hereunder shall be heard before the applicable
committee and shall begin with a general stalement of the
rules and procedures prescribed herein by a representative of
the commitiee, followed by a general statement of the facts
by a representalive of the Procurement Division.
Representatives of the Protestant, limited solely to its
owners, officers, employees and/or legal counsel, will then
be required to present its case based solely upon the
issue(s) and information contained in the Notice of Protest
and any timely submitted supplemental protest
documentation. Those persons or entities, other than the
Protestant, who have legal standing and will be directly
affected by the resolution of the protest will be given an
opportunity to be heard and to present information before
the commitiee, which will be followed by a statement and
the presentation of information from the Procurement
Division and other governmental representatives. The
Protestant must establish by the preponderance of the
evidence that the protest should be granted based upon the
law, facts and information presented. The committee is
entitled to ask questions of any party at any time during the
hearing.

(b) For hearings hereunder, the formal rules of evidence
pursuant to the Florida Evidence Code may be relaxed at

the sole discretion of the presiding chairperson of the
applicable committee. Hearsay evidence may be admissible
and used to supplement or explain other evidence.

(c) Unless otherwise provided by the Code, the burden of
proof shall rest with the Protestant. The standard of proof for
proceedings hereunder shall be whether a Procurement
Division recommendation or the decision or intended
decision in question was clearly erroneous, arbitrary, or
capricious, fraudulent, or otherwise without any basis in fact
or law. In any protest proceeding challenging a decision or
intended decision 1o reject all bids, proposals, or replies, the
standard of review shall be whether the decision or intended
decision is illegal, arbitrary, dishonest, or fraudulent.

(d) A majority vole of the members of the applicable
committee shall be required to grant a protest, hereunder;
otherwise, the protest shall be denied, and, upon execution by
the Mayor or his designee, said vote and/or decision of the
applicable awards committee shall be posted and shall
represent final agency action.

126.106(e)(8) Independent Agency, Board or Delegated
Authority

If a protest is filed and the solicitation is for the benefit of an
independent agency, board, or delegated authority that has
its own established procurement procedure and does not use
the City's procurement process and/or protest procedures,
then the person or entity protesting must follow the protest
procedures of that independent agency, board, or delegated
authority.

CERTIFICATE OF

The preceding Procurement Protest Procedures are hereby adopted this 07 day of October 2022, by the undersigned Chief of
Procurement for immediate implementation, and will remain in full force and effect until such time as they may be formally

revised, amended, supplemented, suspended, or abolished.

Page 3 af 3

rocurement Division

peman, Chief
214 N. Hogan Street, Suite 800
Jacksonville, Florida 32202
(904) 255-8800-Phone
(904) 255-8837-Facsimile
dustinf@coj.net

Revision 3; Effective Date: 100072022
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Form 1
Price Sheet

ESC-0353-24

Unit of Unit Extended
Item # Description Measure | Qty. Price Price
1 Creation of a three-hour training course that meets all the Each 1
criteria detailed in the Specifications of this solicitation.
5 Annual Maintenance (Year 2): Twenty (20) hours of Each 1
content revisions/additions and eight (8) hours of support
3 Year 2 Hourly Rate for exceeding twenty (20) hours of Each 1
content revisions/additions (Annual Maintenance)
Year 2 Hourly Rate for exceeding eight (8) hours of
4 . Hour 1
support (Annual Maintenance)
5 Annual Maintenance (Year 3): Twenty (20) hours of Each 1
content revisions/additions and eight (8) hours of support
6 Year 3 Hourly Rate for exceeding twenty (20) hours of Each 1
content revisions/additions (Annual Maintenance)
7 Year 3 Hourly Rate for exceeding eight (8) hours of Hour 1

support (Annual Maintenance)

Total Cost (Items 1 - 7):
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Form 2
Conflict of Interest Certificate

Bidder must execute either Section I or Section II hereunder relative to Section 126.201, Ordinance Code,
and Section 112.313(12), Florida Statutes. Failure to execute either Section may result in rejection of this
proposal.

SECTION I

I hereby certify that no official or employee of the City or independent agency requiring the goods or
services described in these specifications has a material financial interest in this company.

Signature Company Name
Name of Official (Type or Print) Business Address
City, State, Zip Code
SECTION II

I hereby certify that the following named City official(s) and employee(s) having material financial
interest(s) (in excess of 5%) in this company have filed Conflict of Interest Statements with the Supervisor
of Elections, 105 East Monroe Street, Jacksonville, Duval County Florida, prior to bid opening.

Name Title or Position Date of Filing
Signature Company Name
Name of Official (Type or Print) Business Address

City, State, Zip Code

PUBLIC OFFICIAL DISCLOSURE

Section 126.110 of the Purchasing Code requires that a public official who has a financial interest in a bid
or contract make a disclosure at the time that the bid or contract is submitted or at the time that the public
official acquires a financial interest in the bid or contract. Please provide disclosure, if applicable.

Public Official

Position Held:

Position or Relationship with Bidder:

ESC-0353-24
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Organization:
Contact Name:
Phone Number:
Email Address:

Service Period:

Contract Amount:

Services Provided:

Organization:
Contact Name:
Phone Number:
Email Address:

Service Period:

Contract Amount:

Services Provided:

Organization:
Contact Name:
Phone Number:
Email Address:

Service Period:

Contract Amount:

Services Provided:

Form 3
Business References

*Duplicate form if necessary.

ESC-0353-24
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Form 4
No Bid Form

UNABLE TO SUBMIT A BID? WE SINCERELY HOPE THIS IS NOT THE CASE.
If your firm cannot submit a bid at this time, please provide the information requested in the space provided below
and return it to:

City of Jacksonville
Procurement Division

214 North Hogan St., Room #105
Jacksonville, Florida 32202

We are unable to submit a bid at this time due to the following reason(s):

0 Insufficient time to respond 0 Conflicts with production schedule
O Do not meet minimum requirements L[] Do not offer these commodities/services
0 Unable to meet bond requirements 0 Other (please state below)

Suggestions:

Company Name:

Signature & Title:

Street:

City: State: Zip: Phone:

PLEASE SUBMIT THIS FORM ONLY; DO NOT SEND BACK THE BID PACKAGE
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DUVAL COUNTY 3,
SUPERVISOR OF ELECTIONS i» s j @ "

JERRY HOLLAND

HANDBOOK

for Precinct Managers

2024

We convey the voice of the people by providing fair, accurate
and accessible elections with transparency and integrity.

@ 204-255-VOTE

duvalelections.gov

@ 105 E. Monroe St., Jacksonville, FL 32202
@1 Imeson Park Blvd., Jacksonville, FL 32218
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How To Use This Manual

Document Conventions

This manual cross-references Florida Statutes regarding election law and procedures. In Florida election law, the

Manager (or Assistant Manager) is referred to as a “Clerk”. To learn more, visit https://dos.myflorida.com/elections.

Informational Symbols/lcons
The following icons are used to emphasize information:

A Alert — indicates alert; warning; special attention needed
Information — indicates highlighted or additional information

Deadline — indicates a time sensitive issue or a deadline

Assistance
If you have any questions about the material covered in this manual or need further assistance, please contact:

Call Center: (904) 255-VOTE [8683]

Manager Hotline: (904) 255-3466
Technology Hotline: (904) 255-3477
Website: www.duvalelections.com
Education/Outreach Email: DuvalElectionsEdu@coj.net

Jerry Holland Main Office Elections Center
Supervisor of Elections 105 East Monroe Street 1 Imeson Park Blvd
jholland@coj.net Jacksonville, Florida 32202 Jacksonville, Florida 32218

(904) 318-6877

Justin Gicalone Robert Phillips

Deputy Supervisor of Elections Special Assistant to the Supervisor of Elections
jgicalone@coj.net phillips@duvalelections.gov

Greg Clark Jennifer Casey Roxy Tyler

Education, Outreach Education and Outreach Education and Outreach
& Poll Worker Recruitment jenniferc@coj.net rtyler@coj.net

gaclark@coj.net
(904) 742-1277

Sommer Sallette Autumn Cato Cody Childress
Poll Worker Services Supervised Voting/Early Voting Warehouse
shinson@coj.net autumnf@coj.net cchildress@coj.net

(904) 255-3439
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Chapter 1- Introduction
(Sections 102.031, 102.012, 102.014, Fla. Stat.)

A Manager is responsible for the management of the polling place and poll workers. A Manager (or Assistant
Manager) is stationed at the Help Desk to process provisional ballots, resolve voter challenges, address voting
situations and check in voters when there are no special situation to address. A Manager has the added
responsibility of transporting secure election supplies, contacting poll workers for pre-election setup, setting up
and taking down the polling room, and making sure that all procedures are followed correctly. An Assistant
Manager will relieve poll workers when they go on break.

A. Overview
Here is an overview of action items for Managers.

Review Manager's Packet

Attend Manager's Pickup

- Call facility to schedule visit
to polling site and to schedule
Pre-Election Setup

: aam Host Pre-Election Setup
- Bring your ID and yellow slip

from the Manager's Packet

- Call all staff to confirm their
assignments and invite them |- Pick up yellow bag
to Pre-Election Setup

- Verify equipment delivery

- Verify contents and ask - Read special instructions

- Visit your polling place no guestions - Set up polling room
later than 4:00 p.m. on Friday - Communicate reminders to
before election staff

Opening Procedures

- Handle payroll, oath, badges At the Help Desk

- Conduct safety briefing Closing Procedures

- Operate EVID Edge tablet

- insi h lling room . .
Set up inside the polling roo - Update voter registrations

- Set up outside the polling - Announce closing of the polls

- Issue provisional ballots

room - Transmit election results

. - Handl ial si ion A
- Announce opening of the andle special situations - Complete ballot reconciliation
polls - Complete trouble log

- Clean up polling site
- Complete drop zone checklist

- Dismiss poll workers

- Deliver bags to drop zone
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B. Training Manuals
(Section 102.014, Fla. Stat.)

DUVAL COUNTY &
SUPERVISOR OF ELECTIONS [

JERRY HOLLAND %

The Handbook for Precinct Managers details all the procedures and
documents that are the responsibility of a Manager on Election Day. The
Precinct Manual for Poll Officials details the laws and procedures that must
be followed by all poll workers at every polling location on Election Day. In
many cases, the Handbook for Precinct Managers will reference the Precinct
Manual for Poll Officials for specific procedures and then provide additional
information relevant to the role of a Manager.

PRECINCT
MANUAL

for Poll Officials

2024

All poll workers are expected to familiarize themselves with the manuals in
the time between their training and their work assignment. Poll workers are
required to bring their manuals with them on Election Day.

C. Quick Reference

The various bags referenced in this manual will be referred to by the naming conventions below. For a complete
list of all bags and their contents, please see Visual Aid Packing Chart (p. 14).

Yellow Bag Essential Items

Orange Bag Provisional Ballots

Teal Bag Ballot Report Form

Gray Bag Unscanned Ballots

Black Pouch Memory Stick/Activator/Hotspot
White Bag Paper Register

* Administrative Folder

Red Bag

Blue Bag with Red Handles

Manager’s Resources

Voted Ballots

Ballot Stubs and Partials

Purple Bag Administrative Supplies
Form Folder English Forms

Clear Folder Spanish Forms

Blue Bag Precinct Supplies

Blue Pouch Supply Case

Green Bag Extended Polling Hours Only

*The Administrative Folder starts in the Yellow Bag. On Election Day, the Administrative Folder is moved to the
Help Desk and returned in the Purple Bag. See Unpacking the Bags (p. 15).
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Chapter 2 - Before Election Day

A. Staffing Assignments

Poll Worker Services will mail you a Manager Packet which includes a Yellow Slip with your precinct assignment,

a Staff Roster with contact information, and a Blue Polling Place Sheet with assigned polling place contact

information. Expect this to arrive by USPS approximately three weeks prior to Election Day. An updated final

roster will be emailed the week before Election Day.

[0 Communicate with the polling place contact person to:

o Schedule a visit to your polling site before 4:00 p.m. on Friday before the election.
o Schedule Pre-Election Setup the day before the election (if your facility will allow it).

o Verify who will open the polling place on Election Day morning at 6:00 a.m. and obtain a cell
and/or home phone number of that person. Do not assume that the contact person you meet
for your site visit or for Pre-Election Setup is the same contact person for Election Day. Some
locations may provide you with a key and alarm code during your site visit or Pre-Election Setup.

Some locations have their own representatives open the building for you on Election Day.

O Contact your staff within 48 hours of receiving your roster to confirm that (1) they will be working on
Election Day and (2) they know their precinct number and polling site location. Provide them with the
date/time of Pre-Election Setup. While participating in Pre-Election Setup is not required of poll workers,
many will accommodate this request as it makes Election Day morning easier for everyone. Remind poll
workers that arrival time on Election Day is 6:00 a.m. sharp.

O If anyone will not be available to work, email Poll Worker Services at DuvalElectionsEdu@coj.net as soon
as possible so that a substitute may be found. If you are not notified of a substitute within 48 hours of

the election, call the Manager Hotline.

If the facility contact person or phone numbers are not the same as those listed on the Blue Polling
Place Sheet, call the Manager Hotline with the update.

B. Visit to Polling Site

Most election equipment is delivered to precincts by Friday before
the election. Managers are required to visit the polling site no
later than 4:00 p.m. on Friday before the election to verify
delivery of equipment. If Poll Worker Services notifies you that the
delivery of equipment to your precinct will be on Monday before
the election, then you do not need to visit your polling site until
you meet for Pre-Election Setup on Monday.

O Ensure that you know how to open the polling site.

O Identify the polling room and where to locate your
equipment. Do not change the polling room to a different
room in the building. If the facility refuses access to the
assigned room noted on the Blue Polling Place Sheet,
notify the Manager Hotline immediately.

Duval County Supervisor of Elections
Polling Place Information Sheet
Presidential Preference Primary
March 19, 2024

Precinet #: 101

Precinct Address: 7801 Lone Star Rd

Precinct Zip Code: 32211

Precinct Contact: Kathleen

Precinct Contact Phone Number: 904-867-5302
Opening Instructions: Location will open for manager.
Keys: Yes Alarm Code: N/A

Facility Notes: Take out trash at the end of the night

Precinct s also a drop zone: No
Assigned Drop Zone: DZ_2

Assigned Rover: 8ab Walter
Rover Contact Information: 904-255-3567

Accessibility: Site has a call bell. - See instructions in call bell box for placement
Ramps: Site does not have any ramps.
Cone Placement: See pictures below.

ESC-0353-24
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C. Secure Supply Pickup

Pick up your Yellow Bag at the Elections Center on your assigned date and time as instructed in the Manager’s
Packet. Only the Managers or Assistant Managers may pick up the Yellow Bag. If the Assistant Manager picks up

the Yellow Bag, they must have the Yellow Slip.

[0 Atthe Elections Center have a picture ID ready and have
your Yellow Slip with your precinct number ready to show
staff. Follow the directional signs and cones. Provide a
picture ID and the Yellow Slip to the Elections Center staff.
You will be given the Yellow Bag.

O While you are still at the Elections Center, verify that these
items are in your Yellow Bag:

o Blue Polling Place Sheet (facility contact list, key
status/alarm code, ADA information, drop zone
assignment and rover contact information)

o Facility Key, if applicable

o Black pouch with two EViD activators

[0 Take your Yellow Bag inside your home. Do not leave
election materials in your vehicle.

O If unsure about anything — park and see the warehouse
manager or precinct coordinator at the dock.

D. Pre-Election Setup
(Sections 102.031, Fla. Stat.)

Pre-Election Setup on the day before the election is the best time for poll workers to familiarize themselves with
their assigned working location, where to park, which entrance to use, and what facilities will be available during
breaks. It is also the best time for poll workers to get to know each other and everyone’s work assignments for
Election Day. Bring your Yellow Bag with you. By noon on Friday, the movers will have delivered your equipment
and supplies. Notify the Manager Hotline immediately if your equipment has not been delivered, keys do not

work, or if your bags are missing items.

Pre-Election Setup Checklist

[0 Verify delivery of election equipment and confirm that the precinct number on the label matches your

precinct assignment:

o 4 Bags tied together (Purple, Blue, o
Red, Blue with Red Handles) o
o EViID Compact units in black cases o

o EVID Edge tablet in gray hard case
O Confirm that the following additional equipment has been

o Voting booths in silver cases o
o ADA booth o
o ADAtable o
o A-frame Sign o
o Chairs o

Precinct 101
YELLOW BAG PICK UP

Check Inside black pouch for (2) EVID Activators
before you leave.

Sign Name Print Name

ESSENTIAL ITE
'WVAL [= -

s
OUNTY, FLORIDA
s.o0.t

d
/

|

”

-
L

DS300(s) in free standing black case(s)
ExpressVote in soft black case

ExpressVote printer in black laptop case

delivered:

No Solicitation Zone orange cones
Sign Kiosk

Ramps (only certain precincts)

ADA orange cones (only certain precincts)

Call bell (only certain precincts)

ESC-0353-24
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Become familiar with your supplies using the Visual Aid Packing Chart found in the Administrative Folder.
Read and follow the directives listed on the Manager’s Special Instructions found in the Administrative
Folder.

Familiarize yourself with the building in preparation for your Emergency Safety Procedures Briefing on
Election Day. Determine emergency exit route and emergency meeting area. See Safety Briefing (p. 11).
Direct poll workers to set up the polling room. See Precinct Manual for Poll Officials, Set-up Inside the
Polling Room (Ch. 2).

Lock up the facility when you leave and take the Yellow Bag back with you to your home.

Locate your Drop Zone Assignment found on the Blue Polling Place Sheet. Consider driving from the
polling location to the drop zone location if unfamiliar with the route.

If desired, you may start up your MIFI hotspot, EViDs and ExpressVote to check connectivity. See
Precinct Manual for Poll Officials, Voting Systems Operation (Ch. 7). Place the startup tickets in the
EViD Accordion Folder. While you may leave them plugged in, you must shut them down and remove
the EViD activator and return it to the Black Pouch in the Yellow Bag.

Do not break any seals during Pre-Election Setup. The only time you may break seals is on Election Day.
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Chapter 3 - Opening Procedures
(Sections 102.012, 102.031, 101.5610, 104.29, Fla. Stat.)

RETURN N YELLOW

Ul Illlelllllllll
The public and the media are allowed to witness the assembling of the T
precinct before the polls open, but photography is not allowed. i

A. Payroll

Retrieve the Payroll Envelope from the Yellow Bag and have all poll workers
sign the payroll sheet. They must verify their address on the payroll sheet
before signing. The address we have on file is the mailing address we use to
issue the paycheck. If an assigned worker fails to report at 6:00 a.m. you
must call the Manager Hotline immediately so that an alternate may be
assigned. After arrival, alternates should be added to the payroll sheet.
Place the signed payroll sheet in the Payroll Envelope.

SAMPLE PAYROLL SHEET

Supervisar of Elections

2020 Elessan Cyee )
6 Adansic Beach Ciey Hall

B. ID Badges

Retrieve Election Day Poll Official ID Check Form and the name tags from
the Yellow Bag. All poll workers must present a valid photo ID. Verify that
the ID of each Board Member matches the badge. Badges are to be worn
for the entire Election Day. Special badges may be assigned to bilingual poll
workers providing language assistance. The Manager and Assistant
Manager must sign the Election Day Poll Official ID Check Form. Place it in 4 j o1z34s0700 ‘
the Payroll Envelope and return it to the Yellow Bag. If an alternate poll Member since:12/22/2010
worker arrives, be sure to verify that their ID matches their badge.

Jane Doe
Yo hablo espafiol

C. Oath of Election e R S
Retrieve the Oath of Election from the Form Folder in the Purple Bag. B

Administer the Oath of Election to all poll workers (except the Deputy who e o s e f e o St 2 st
was sworn in during training). The Assistant Manager administers the Oath pr —

to the Manager. After all poll workers sign the Oath of Election form, file it e

in the Completed Documents Envelope. If an alternate poll worker is e S o
assigned, they should take the oath upon arrival and sign the form. " s wo

D. Safety Briefing

It is important that all poll workers are aware of what to do in an emergency (e.g., bomb, electrical outage, fire,
knife/shooting, flood, or other disaster). Prior to Election Day, the Manager will identify the emergency exit
route from the polling room and will designate a meeting area outside the building. On Election Day, prior to the
polls opening, the Manager will conduct the following emergency procedures briefing. For additional safety
information, see Precinct Manual for Poll Officials, Contingency (Ch. 9).

1. Provide poll workers with the name of the facility where they are located.

2. Advise poll workers that if they hear a fire alarm and/or if the Manager announces that an evacuation is
necessary, they should exit the room.

3. Give the poll workers direction as to how to exit the building (i.e., “Turn left, walk about 10 yards and
look to your left where you will see a door marked FIRE EXIT”).

4. Give the poll workers directions to the location of the pre-designated meeting area outside the building.

11
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5. The Assistant Manager calls 911 in case of an emergency requiring assistance from the police, fire
department, or medical personnel. The Assistant Manager must have possession of the written address
of the polling location and a cell phone. The Assistant Manager should direct emergency personnel when
they arrive. After the Assistant Manager calls 911, they should immediately call the Manager Hotline to
report the emergency.

6. Assign a poll worker to oversee assisting voters in exiting the building safely and quickly.

7. Ask if any of the poll workers have special health or medical conditions that the group needs to be aware
of in case of an emergency.

8. Remind poll workers that if there is an active shooter to “Avoid, Deny, Defend”. Share any specific details
about your facility that may be relevant (i.e. inaccessible rooms, additional exits, situational awareness).

Manager Announce calmly that the polling room must be evacuated. Retrieve the
Staff Roster (if the situation is not life-threatening). Once outside, take roll
to account for staff. Follow instructions given by emergency personnel.
Assistant Manager Call 911 and provide emergency personnel with address of polling location.

Inspector Techs If the situation is not life threatening, unplug the tabulator but leave the
screen up. Carefully roll the unit to the designated meeting area.

Deputy Ensure everyone exits in a safe and orderly manner.

A Do not re-enter the building until directed to do so by emergency personnel or law enforcement.

General Polling Place Security

e Make sure that your cell phone is fully charged and turned on for Election Day!

e Continually monitor entrances and exits to ensure that only authorized persons are in the polling room
and any surrounding restricted areas.

e Prevent unauthorized access to equipment, election materials and sensitive and/or confidential
documents including signed forms, voted ballots, ballot stock and provisional ballots.

e Follow established procedures for securing, counting, and transporting ballots.

e Use the Trouble Log to document procedures, incidents, and troubleshooting.

e Ensure electronic transmission of results, data, and files are secure. For example, if the signal is weak,
exercise caution if moving equipment to window or door within public view or access.

e Review chain-of-custody procedures.

e Review your emergency procedures for responding to a threat to public safety.

e Do not allow a sheriff, deputy, police officer or other officer of the law to access a polling room until the
Manager or majority of the Inspector Techs grant permission or unless the member of law enforcement
is there to vote. When the Poll Deputy is allowed inside the polling room in an official capacity the Poll
Deputy is subject to the Manager’s or Inspector Tech’s commands.

e If there are disruptions outside the polling place, reinforce the Deputy’s instructions. You may also call
the Manager Hotline. If the situation is life threatening, call 911.

E. Set Up the Inside Polling Room

If your poll workers did not meet for Pre-Election Setup on Monday before the election, ensure that poll workers
assemble voting booths, arrange the room for an orderly flow of traffic, situate the Help Desk clear of the Check-
in Station, position the tabulator at a distance from voting booths and set up Sign Kiosk. See Pre-Election Setup

(p. 9).
12
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F. Technology
Ensure Inspector Techs set up and power on the MiFi hotspot, electronic poll book(s), ballot-marking device(s) and
the tabulator(s). For detailed procedures, see Precinct Manual for Poll Officials, Voting Systems Operation (Ch. 7).

MiFi Hotspot
Provide the Inspector Techs with the Black Pouch from the Yellow Bag. They will complete opening procedures.

Ballot-Marking Device
Provide the Inspector Techs with the round barrel key from the Yellow Bag. They will complete opening
procedures.

Electronic Poll Book(s)

Provide the Inspector Techs with the EViD activator from the Black Pouch. They will complete opening
procedures at the Check-in Station. The Manager will set up the EViD Edge Tablet and the ExpressVote printer at
the Help Desk. See Setting Up the EViD Edge Tablet (p. 50).

Tabulator(s)
Retrieve the Broken Seals Envelope from the Purple Bag and provide it along with the Black Pouch, the flat silver
key, and the flat black key to two Inspector Techs to open polls on the tabulator(s).

Once technology is all operational and polls on the tabulator are opened, place the signed Zero Tape into the
Tape Envelope in the Yellow Bag, return the Broken Seals Envelope to the Purple Bag, return the black pouch and
all keys to the Yellow Bag. You may also choose to wear the keys on your wrist, if preferred.

G. Chain of Custody Log

Retrieve the Chain of Custody Log from the Form Folder. Verify in Section 1 on the Chain of Custody Log that the
serial number, tracking number, and the three seal numbers on the tabulator(s) are accurate. Remove red
memory stick label seal on the top of the tabulator(s) and place it on the Chain of Custody Log. If you have two
tabulators, be sure to verify both units. The Manager and Assistant Manager should sign Section 1 of the Chain
of Custody Log. Return the Chain of Custody Log to the Form Folder.

Return inside CHAIN OF CUSTODY LOG
the PURPLE BAG

PRECINCT: 101 SECTION 1 ELECTION DATE: March 19, 2024
DS300 Seal Seal Seal
serale DS0111320210  ps300 80431 80432 80433
Tracking # DS077 Seal #
DS300 Seal Seal Seal
Serial # DS300
Tracking # Seal #
Place Memory Stick Label Here

I hereby certify that the seal numbers recorded above correspond to those affixed to the DS300 prior to opening the polls and that there is
no evidence of tampering. /

;D-*»’-i*_-’”""' o Cax \“M&

Precinct Manager's Signature Assistant Manager's Signature

13
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H. Visual Aid Packing Chart

ESC-0353-24

All supplies and documents required for Election Day can be found on the Visual Aid Packing Chart below. There
is also a copy in the Administrative Folder. Please note that the Administrative Folder is initially provided to you

in the Yellow Bag. While you are setting up the polling room on Election Day, you will move the Administrative

Folder to the Help Desk. See Unpacking the Bags (p. 15).

VISUAL AID
PACKING CHART

Teal Bag

- Ballot Report Form
(Original & Practice)

Orange Bag

Sealed
Gray Bag

- Unscanned Ballots

Black Pouch

- DS300 Memory Stick, EVID Activator,

Yellow Bag
Place BLACK, GRAY, ORANGE, TEAL, and WHITE bags in the YELLOW Bag along

and MiFi Hotspot with the following items:

- Brown EViD Ticket Accordion Folder

- Completed Multipurpose Forms Envelope

- Completed Documents Envelope

- D5300, ExpressVote, and Ballot Bin Keys

- DS300 Results Tape Envelope

- Spoiled Ballot Envelope

- Injury/Incident or lliness Report Form Envelope

- Lanyards (Return all Lanyards back inside the
Clear Lanyard Packet)

- Precinct Managers Drop Zone Check List

—

- 4 Clipboards
- Provisional Ballot

Purple Bag {English/Spanish})

Loose items Administrative Folder (BROWN)

(Goes out in the Yellow Bag)
- Visual Aid Packing Chart
- List of Political Parties

- Broken Seals Envelope
- Extra Seals Envelope
- Provisional Ballot Envelopes (English/Spanish)

- List of Provisional Voters
- Voted Provisional Ballots

lSeaqu if used)

Green Bag (Extended Hours Only)

Envelopes (English/Spanish)
- Provisional Ballot Sleeves

Sealed

R E

=]

PROVISIONAL BALLOTS

I/ Red Bag

White Bag - Place all Voted Ballots

from the D5300 Bin,
neatly stacked.

- Paper Register
*You may have more than one (1)

red bag due to large number of
ballots.

Blue Bag With Red Handles
- Stub Pads including Partials

- Payroll Envelope

- Election Day Poll Official ID Check
(Must be completed by the Manager
and Assistant Manager; then placed
inside the Payroll Envelope along with
the signed Payroll}

- Premise Key for Polling Location (If
Applicable)

- Blue Polling Place Sheet

- Broad Tip Marker
- Extra DS300, ExpressVote, and
- Glue Stick

- Hand Held Scanner (2}

- Notepad

- Paper Clips

- Scissors

- Stapler/Staples

Ballot Bin Keys r
-
- Heavy Paper
- Pens )
- Tacky Finger

Blue Pouch
- First Aid Kit
- | Voted Stickers (English/Spanish)
- Rubber Bands
- Tape

PSS O EEE Ry
g o, rioan

- Provisional Ballot Sleeves (English/Spanish)
- Surrendered Vote-by-Mail Ballots Envelope
Form Folder (BROWN) (English Forms)

- Special Instructions for Managers
- Unofficial Election Results (for posting
DS300 Tape)

- English Multipurpose Forms

- Chain of Custody Log

- Citizen Injury Incident Report Form First
- Report of Injury Form

- Oath of Election Board

- Oath of Person Entering Challenge
-Trouble Log

- Voter Registration Instructions (Braille)

- 150" Radius Map

- List of Poll Watchers

- 3 Markers and 3 Styluses in Pouch

- Register Rings

- Valid ID Sheets {for check-in station)
Spanish Form Folder (CLEAR)

- Spanish Multipurpose Forms

- Oath of Person Entering Challenge

- Voter Registration Instructions (Braille)

Sign Kiosk Box

Goes into
\ Box for

14

Blue Bag
- Accessible Cap Pointer - Secrecy Sleeves
- Deputy Vest - Supply Case

- Extension Cords
- Help Desk Sign
- Magnifier Sheet
- Power Strip

- Voter Accessibility Kit
- 3 Gray Adapters

- 150 Foot Measuring Tool

DS300 Ballot Bin

- Voter Information Binder
(used on Help Desk Table,
in front of Sign Kiosk)

- Paper Ballots (Unused)

- Flag and Flag Base

- EVID Paper Supply Box

- Opening and Closing
Procedures DS300
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I. Unpacking the Bags

Distribute items from the Yellow Bag, Purple Bag, and Blue Bag using the chart below. All communications
printed in both English and Spanish must be placed conspicuously inside the polling room. Any supplies not
listed below remain in their bags.

Distribute supplies from the PURPLE BAG as follows:

Pink Provisional Envelopes Help Desk
Pink Provisional Sleeves Help Desk
Brown Form Folder Help Desk
Clear Form Folder Spanish Help Desk
Completed Documents Envelope Help Desk
Surrendered VBM Ballot Envelope Help Desk

Voter Information Binder

Help Desk (at Sign Kiosk)

Distribute supplies from the YELLOW BAG as follows:

Administrative Folder

Help Desk

Valid ID Sheets

Check-in Station

Brown EViD Accordion Folder

Ballot Station

Spoiled Ballot Envelope Help Desk
Orange Provisional Ballot Bag Help Desk
List of Provisional Voters Help Desk
Completed Multipurpose Form Envelope Help Desk

Styluses (pouch in Administrative Folder)

Check-in Station/Help Desk

Distribute supplies from the BLUE BAG as follows:

White Secrecy Sleeves

Ballot Station and Help Desk

Handheld Scanners

Check-in Station

“I Voted” Stickers Tabulator

Pens Check-in Station
Deputy Vest Deputy
Measuring Line Deputy

“Help Desk” Sign Help Desk

Note pad

Check-in Station

J. Ballot Accounting

Retrieve the Practice Ballot Report Form from the Teal Bag. Compare the ballot styles and the number of ballot
pads on the top portion of the Ballot Report Form with the actual styles and number of pads stored in the
tabulator’s ballot bin. After verifying for accuracy, write the same information to the right of the pre-printed
information. Return the Ballot Report Form to the Teal Bag until ready for use after closing the polls. Report
missing items to the Manager Hotline immediately.
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e ——
_ BALLOT REPORT FORM ~ PRACTICE ]
Duval County, Florida BALLOT REPORT
N FORM
PRECINCT: 101 ELECTION DATE:
PRE-ELECTION BALLOT ALLOCATION
Ballot Style | # of Pads Ball;at(sj pet # of Ballots | Ballot Style | # of Pads Ball;atz EEs # of Ballots
001 41 25 1025 ool oH 25 {025
25 25
25 25
25 25
25 25
25 25
25 25
25 25
25 25

K. Set Up Outside the Polling Room

Retrieve the Deputy Vest and 150’ Measuring Line from the Blue Pouch.
Locate the outdoor sign package and cones. Provide all items to the
Deputy. Ensure that the Deputy places A-frame near the curb, places
the “Weapons at the Polling Place” sign on the facility property near the
entrance to the polling room, and marks the 150’ boundary with orange
cones. For a full list of Deputy responsibilities during setup, see Precinct
Manual for Poll Officials, Set-Up Outside the Polling Room (Ch. 2).

Accessibility Features

Review the Blue Polling Place Sheet in the Yellow Bag for accessibility
features required at your location. These features may include placing a
call bell or ramp and/or marking accessible parking places with orange
cones. Provide instructions to the Deputy regarding any required
accessibility features.

Duval County Supervisor of Elections
Polling Place Information Sheet
Presidential Preference Primary

March 19, 2024

Precinct #: 101

Precinct Address: 7801 Lone Star Rd

Precinct Zip Code: 32211

Precinct Contact: Kathleen

Precinct Contact Phone Number: 904-867-5308
Opening Instructions: Location will open for manager.
Keys: Yes Alarm Code: N/A

Facility Motes: Take out trash at the end of the night

Precinct s also a drop zone: No
Assigned Drop Zone: DZ_2

Assigned Rover: Bob Walter
Rover Contact Information; 904-255-3567

Accessibility: Site has a
Ramps: Site does not
Cone Placement: See

W FAMps.
ures below.

call bell. - See instructions in call bell box for placement.
an,

L. Announce the Opening of the Polls

16

Make a public proclamation, “The polls are officially open!” at 7:00 a.m. sharp. Throughout the day,
rotate staff between the Check-in Station, Ballot Station and Tabulator.
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Chapter 4 - At the Help Desk
(Sections 101.045, 101.5608, Fla. Stat.)

The Help Desk is used to answer voter questions, process all provisional ballots, and resolve voting situations.
Either the Manager or Assistant Manager should always occupy the Help Desk. If there is no one waiting for

assistance at the Help Desk, the Manager or Assistant Manager should check in voters.

A. Help Desk Tickets

Voters should have a Help Desk ticket in hand when they arrive at the Help Desk. The tickets state, “Refer to

Clerk” and indicate the nature of the assistance required (provisional required, address change, etc.).

If a voter arrives at the Help Desk with an Action Required Ticket, then they are at the incorrect precinct. See

Wrong Precinct (p. 41).

If there is a line at the Help Desk, taking a quick glance at the tickets of the next few voters in line may allow you
to provide voters with a Multipurpose Form or Provisional Ballot Envelope to fill out while they wait.

Call the Manager Hotline for assistance with any Help Desk situations not covered in this Handbook.

B o e S S s

DO NOT ISSUE BALLOT

R e e s

REFER TO CLERK

Provisional Required

Voter did net provide picture/
signature |D

VR Demo Election

Voter Information

Terri Tabitha Smith
123 Haunted House Ln
Anytown, FL 12301
502746164

Poll Worker Initials: VRS
6/1/2023 02:51:09 PM
{EE036-18900461)

o o R e

DO NOT ISSUE BALLOT

E o o ko

REFER TO CLERK

Registration Change Reguired

VR Demo Election

Voter Information

Terri Tabitha Smith
123 Haunted House Ln
Anytown, FL 12301
502746164

Poll Warker Initials: VRS
6/1/2023 02:50:49 PM
(EE036-18900461)

Action Required
VR Demo Election

X o T e s

DO NOT ISSUE BALLOT

L e e

Voter is at incorrect polling place.
Voter belongs at:

Precinct: 1A08

Place: Main Street Library

Address: 123 Main Street Anytown,
FL 12301

May 31, 2025 Directions: From the Election's Office,
May 31,2023 head South on 1st Street, turn left on
SOE Office SOE Office Park Avenue, turn right on Main

Street, Library is accross the street
from Main Street Church

SMITH, JOHUN T
100 SPCONGE DR
Anytown, FL 12301

Election Warker: VRS
Site: Crestview Library

5/4/2023 09:24:04 AM EE-12345678

Help Desk Tickets

Action Required Ticket

17
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B. Multipurpose Form

Appendix A

(Sections 101.045, 101.048, Fla. Stat.)

The Multipurpose Form combines four common forms into one convenient form:
Florida Voter Registration Application
Declaration to Secure Assistance

Only one form is needed per voter with the relevant sections completed. A voter must only complete the section
of the form that applies to the voter’s situation. Completed Multipurpose Forms must be filed in the Completed

Declaration to Provide Assistance

Signature Affidavit

Multipurpose Form Envelope and returned in the Yellow Bag.

18

SECTION 1

»"I’hk is: [Dew R

Section 1

Fiorida Votor Registration
i Regi n Apglic i

instructions (05-DE 32, R1S-2.040. FA Gt 102013)

informacion en espatol: Srvase famar 2 @ oficing del superisor de
lecrianes de su concado si fe interesa obtener eshe formulario on espatiol

To Register in Florida, you mest ba:
s 2.5 cazen,
& @ Flonta resident,
« 2t leant 18 years oid [you may pre-register at 16 or 17,
bt cannat vole unt you ave 18).

W you have been comdcted of a felony, or @ o court has
found you 1o be mertaly incapactuied as io your right bo
wote, you cannat regester unsl your nght (o wobe i resiored
# you do nat meat any ONE of hese mquirements, you
are not oégibie to rogiste.

Questions?
Cantact the Supenasaor of Elections in your county:
tios myfiorida comvelectorsroninctysupensor. of siecions
Wisit e Fiorida Division of Elections’ wetshe at

| CRIMEMAL OFFENSE: it 5 a 3rd degeee felony io subet
faise informaton. Mamum penaities are 55,000 andfor &
yEars in pasan
PUBLEC RECORD: Once Sied, &l imformation including your
phione number and emall address as provided become
pubic record except for the following wiich can only be
e for voter registration purposes: your FL DS, FL 108,
E8N, where you registensd o vate, and . whether you
declined io regsier o o wpdate your voler regisiration
recond at a voler regisimbion agency. Your signahue can be

| wiewed but not coped. {Section 57 OK8S, Fla Stat )

Whera to Registar: ¥ou can regisier io wois by complsing ihes application and delivering & in person ar by masl io
any supervisor of elections’ office, ofice that issues drver's koenses, or voler repisiration apency (pubiic essistance: |
office, center for independant iiving, cfice sening persons with disabilses, pubic bbmary, or armed frces recuttment
office) or the Drdsion of Elections. Maling addresses ane on page 2 of ths form.

Deadiing to Regisior: The ceadine o register o vote 5 28 cays besore any election. You can updale your |
Tegisiration record af any tene, but for a Primary Election, party changes must be completed 23 days before that
election. You will be contacied # your new application & ncompless, dessed or a dupbcate af an eusting registraSon
Your Voter information Card wil be maied f you once you are negrsteed

|denttfcation (10 Requiromeonts: New anpicants musi prowde a current and valid Florida dnver's hosmse number
[FL DL#) or Florida idenblication cand nuenber (FL D&} if you do not have a FL OUS or FL ID#, thers you rust pr\:ml:! ]
the lest four digits of your Social Security memiber {558 If you do not have any of these numbers, check “Hone

yau leave the Seid and bax blank, your new registation may be denied. See sacion 97 0836, Fla Skt

Special 1D requirsments: I you are registsring by mall, have never voted in Florida, and have never bsan issued one
of the I} numbers above, include one of the folkrwing with your application, or af a kater e before you vole: 1) A |
cogy of an |D saf shows your name and phole (acospfatde (05U 5. Fassport, debil or credet card, milRary (D
student I, refrement center (D, nesghbarhood association 10, or public assistance @) or 2) A copy of an 1D that
shows your name and current residence address. (acoepiable docomenfs-utiity hil bank stalemerd, governmend
check, paycheck, or cthes governmend document)

The specil i) is not required § you are 85 or dltes, have 2 lemparary o permanent physical disabitty, ane a member |
of the active undormed seraces or merchant marine who 15 absend from the county for active duly, or a spouse or
depenident thereod, or are curenily Inang outside the U5, bt olhermise eligble to wobe in Flonda,

Poditical Party Affiliation Florida ts o closed permary election siase. In primary slectons, regisiered volers can only
vaie for their regesiensd party's candidistes in a parisan mee on the baflol. in a privany slection, all regisiened volsrs.
regardiess of party affiiaton, can volz on any isswe, nonpartsan fce, and race where 3 canddate faces no
oppasition in the General Election. | you do not indicate your party affiason. yoo wil be registered with no party |
affikaton. For a list of poktical paries, visit e Onision of Elecion’ websie ai: gog myfonds comisiecions
Raca/Ethnicity: It is optional to It your race or eshnicity.

Boxes: Pisass check boxes (C]) whers applicable ]

Numbered rows 1 through 7 and 12 must be completed for a new registration.

Florida Voter Registration

Part 2= Form (DS-0E #335, R15-2.040, FAC )

lication The downsoanablefrintabe ornline fonm is Svailabie al
. fa2013) teqEierovotefionda. gou

I:I Record UpdatesChangs [e.g., Address, Party Affiliation, Mame, Signature) nhqummmplm\'mrwnmuuun Cand

Florida Voter
Registration
Application

Are you a citizen of the United States of America?

[ 1 atiiem that | have not been

Date of Birth

(MDD YY)

O ves O no OFFICIAL USE ONLY |
[ 1 affirem that | am ot convicted felen, o it | am, my right o vote has been rastored.
mentally incap with respect ta veting

B I I I ..

Florida Driver Licenss [FL DL} or Florida | dentification (FL 1D} Card Number Moo FL  Last 4 digits of Social | [] gy
DLerFL  Security Number SONE ol
I, then
numbers.
Last Name First Nama Middla Narme MName Suffix
e &, LI et
Address Where You Live 208 esigente-no P.0. Box) | ApULovUnil | Gty County Fip Coge
| 8 Mailing Address (I different from above address) Apt/LatUnit City Slate of Country Zip Cooe |
| 9 Address Where You Were Last Registered (o Vole AptiLoiinit | City Slala Zip Code
10 Former Name ([l name = changed) Gender Siate or Country of Birth Telephone No. {opticnal)
O. Or f !
| 11 O Email me SAMPLE BALLOTS if option is available in my county. |
[See Public Record Notice above) My smail address is:
| Party Afistion RaceEthnicity [Check anly ans) | (Check only one if applicabi)
il . O wat
(Check only one. If et biank, you will | [) American IndianiAlaskan Natve | [J | am an active duly Uniformed Services or Merchant reed
‘
E.—’egusre.red without party aMiaton) | M asianPacific Isiander Marine member asaistancs
a Florida Democralic Pery O Black, net af Hispanic Origin 01 am & spouse or a depandent of &n acllve duty Undmed | With voling. |
Repubiican Pary of Florkda O Hisparéc SBIECES OF MErchant Manne member |
L] Ko party afiation O wimitz, not af Hispanic Crigin a i O am
1 Miror pearty (print pasty name): e, not f Hisp g | am & U.S. citizen residing outside the LS. intarastedin
O mailti-racial becoming a
O cihes poll worker. |
Garth: | go salemnly swear or sffrm) that | will proecr s1GN Date
and defend the Consfiution of Me Unied Siafes and
fe Comsiution of the Stain of Flonda, that | am | MARK
fFl quaified fo mgister 85 an eecor weder me | HERE
Constiution and laws of the State of Clanda, and hat -
af information provided i ifvs appication s frus:

ESC-0353-24
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SECTION 2
Declaration to
Secure
Assistance

SECTION 3
Declaration to
Provide
Assistance

SECTION 4
Signature
Affidavit

Appendix A

ESC-0353-24

Saction 2 - Compiate when voting pass does NOT stale “Eligibie for Assistance in Voting”
DECLARATION TO SECURE ASSISTANCE (Completed by voter)

Section 101.05144), Florida Statutes
State of Florida, County of Duval
Date: Precinet: Voter Registration #:

I, , swear or affirm that | am a registered elector and request

{Frint Narme]
assistance from , in voting at the
[Print Name] [Mame of Electian)
held on
(Date of Electinn)
ISagnature af Voter) [Barthdate)
Sworn and subscribed to before me this day of .
(Date) ({Month] {¥ear)

(Ssgnature of Official Adminestening the Dath)

Saction 3 - Complete when person OTHER than poll worker is assisting voter
DECLARATION TO PROVIDE ASSISTANCE (Completed by person assisting the voter)

Section 101.051(5), Florida Statutes
State of Florida, County of Duval Date:

Precinct:

I, , have been requested by

Print Mame) [Print Mame of Electar Needing Assistance]

to provide him/her with assistance to vote. | swear or affirn that | am not the employer, an agent of the
employer, or an officer or agent of the union of the voter and that | have not solicited this voter at the
polling place, dropbox location, or early voting site or within 150 feet of such locations in an effort to pro-
vide assistance.

(Signature of Asssstar] [girthdate)

Sworn and subseribed to before me this day of i
(Date) {Manth] [Vear)

(Sagnature of Official Administering the Cath)

Section 4 - Signature Difference
AFFIDAVIT OF ELECTOR WHEN SIGNATURE IS DIFFERENT
Section 104.49, Statutes

State of Florida, County of Duval Precinct No.

| do solemnly swear (or affirm) that my name is ;that | am
{Print Narme} {Aael

years old; that | was born in the State of ; that | am registered to vote; that | am a
qualified voter of the county and state aforesaid and have not voted in this election.

|Sigrature of Voter] Grthdate]

Sworn to and subscribed before me this day of y -

TBrecingt Manager or inspector Technican)

19
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C. Name Change
(Sections 101.045(2), Fla. Stat.)

Name changes are only to be made at the Help Desk. Name changes may only be made after the voter
completes Section 1 of the Multipurpose Form for a “Record Update/Change”. Make sure that the voter

Appendix A

registration number is written on the form.

To complete a name change on the EViD Edge:

20

1. Search for the voter. When the screen asks if the voter’s information is correct, select “No”.

Election Date:5/31/2023

Clerk Station 6/2/2023 11:12 AM

Verify Voter Information

JACK SMITH

Residence Address

403 B BRIARPATCH RD Anytown, FL 12301

Date of Birth Ballot Style Voter ID
5/13/1941 G2 501797206
Precinct

1A07.1 DEM

Are the name and address for the voter correct?

SOE Office

Inactive
No Vote By Mail Activity

DL#
$5630420410520

i ion
10/8/2000

& Wrong Voter

2. When prompted to confirm that you want to make a name/address change, select “Yes”.

Election Date:8/30/2023

Clerk Station 8/29/2023 12:08 PM

Verify Voter Information

TOM R SMITH

Residence Address
123 SPONGE DR Anytc

Date of Birth
10/2/1945

Precinct
1A08

Are tt

Do you want to do a Name/Address change?

0 L

2, SOE Office

Active
No Vote By Mail Activity

Registration Date
10/5/1994

Tect?

é Wrong Voter

ESC-0353-24
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3. Select the name you want to change and it will turn blue. Begin typing over the old name (you can also
backspace to clear the name field.) Once you have entered the correct name, select “OK”.

Election Date:3/31/2023 Clerk Station 3/23/2023 11:15 AM

Enter Voter Information 2, SOE Office
Last Name _ First Name _ Middle Name Suffix
| Smith | [ John ] la

)Ll
Unit Type Unit Nbr
)| L=l )

Residence Address (ex. 123 Main ST City, State Zip)
I_ 123 Meandering Way Ct Anytown, FL 12301

123 Meandering Way Ct Anytown, FL 12301

@ Clear Address ‘ }Mailing_ Address,|

4. Verify that you have entered the correct name as written on the Multipurpose Form. When prompted to
confirm that the name and address are correct, select “Yes”.
5. Proceed to check in the voter.

If the voter’s former name is not on the precinct register, you cannot complete the name change request at the
precinct. Instead, instruct the voter to complete Section 1 of the Multipurpose Form for a “New Registration”

and then issue a provisional ballot. See Voter Not Found (p. 39). File the completed Multipurpose Form in the
Completed Multipurpose Form Envelope.

21
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D. Address Change
(Sections 101.045(2), Fla. Stat.)

If the voter’s name appears on the precinct register but the voter indicates a change or different address than
the address listed, you will need to make a change of address. The procedures vary by the type of address
change required. Address changes may only be made on the EViD if the voter is moving from one Duval County
address to another Duval County address. Address changes may only be made at the Help Desk.

Registered in Duval County
Instruct the voter to complete Section 1 of the Multipurpose Form for a “Record Update/Change”.

To complete an address change on the EViD Edge:
1. Search for the voter. When the screen asks if the voter’s information is correct, select “No”.

Election Date:5/31/2023 Clerk Station 6/2/2023 11:12 AM
Verify Voter Information SOE Office
Inactive
No Vote By Mail Activity
JACK SMITH
Residence Address
403 B BRIARPATCH RD Anytown, FL 12301
Date of Birth Ballot Style Voter ID DL #
5/13/1941 G2 501797206 S530420410520
Precinct Party Registration Date
1A07.1 DEM 10/8/2000

Are the name and address for the voter correct?

‘ Yes . ' No ’ é Wrong Voter
A

2. When prompted to confirm that you want to make a name/address change, select “Yes”.

Election Date:8/30/2023 Clerk Station 8/29/2023 12:09 PM
Verify Voter Information 2, SOE Office
Active
No Vote By Mail Activity
TOM R SMITH

Residence Address Do you want to do a Name/Address change?

123 SPONGE DR Anytc

Date of Birth

10/2/1945

Precinct Registration Date

1A08 10/5/1994

Are tt rect?

22
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3. Select “Clear Address”.

Election Date:3/31/2023

Enter Voter Information

Last Name _ First Name
| Smith | John

Clerk Station 3/23/2023 11:17 AM

SOE Office
Middle Name Suffix

Residence Address (ex. 123 Main ST City, State Zip)
| 123 Meandering Way Ct Anytown, FL 12301

Unit Type Nbr

Maifing Address Changed: P.C, Box 32012
Anylown, FL 12301

X

4. Select address field and begin to type the new address until you see the address you are looking for in
the drop-down menu. Select the correct address from the drop-down menu and then select “OK”.

Election Date:3/31/2023

Enter Voter Information

Last Name __ First Name
| Smith |  John

Clerk Station 3/23/2023 1117 AM
SOE Office
Middle Name Suffix
| L = i
Unit Type Nbr

Residence Address (ex. 123 Main ST City, State Zip)
| 123 Meandering Way Ct Anytown, FL 12301

21
—} 123 Meandering Way Ct Anytown, FL 12301

Mnding Addrass Changed: PO, Box
Anylown, FL 12301

¢ Address Malling Address

= EN [el7lefofo] - f=] — |

(tabJafwle]rfefyJulifolefrfi] \ |
[alsfalefofn]ifufi]:]: |enter

L shit z]x[c]vfo]nfm]. | ]/] shift ]
T X

5. Verify that you have selected the correct address. When prompted to confirm that the name and
address are correct, select “Yes”.

6. Proceed to check in the voter.

23
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Now you can issue a Voting Pass as usual.
Action Required
After a voter updates their address at the polls, they may learn that they are VR Demo E ection
no IOnger at the correct pO”lng place, REERARERRREERRREE R AR T AR RREARREL
DO NOT ISSUE BALLOT
REERRRERRREERRREERRR T AARR T AR LS
Election Date:6/1/2023 Clerk Station 6/2/2023 12:03 PM . N
Verify Voter Information Crestview Library Voter is at incorrect polling place.
Voter belongs at:
Active .
No Vote By Mail Activity e 1Al
Jonathan Q Smith Place: Main Street Library
Address: 123 Main Street Anytown,
—'fggisdﬁq"'?e g?ﬁmfis Voter is at the incorrect polling place. FL 12301
ain nytown, ; ; ;
Y Enirz%rrect g R Nihiee Directions: From the Election's Office,
Date of Birth . DL # head Sauth an 1st Street, turn left on
AR Does the voter wish to vote at their SH02TASTHNES Park Avenuc, turn right on Main
Precinct correct polling place? Reaistralion Date Street. Library is accross the street
1 1/25/2000 frar Main Street Church
SMITH, JOHN T
. '? :
AR . rect? 100 SPONGE DR
m Anytown. FL 12301
§ Yes Wrong Voter ;
M a ong Election Waorker: VRS
Site: Crestview Library
54472023 09:24:01 AWM EE-12345678

Select “Yes” when asked if the voter wants to vote at their correct polling place. In this case, an Action Required
Ticket will print from the EViD showing their correct polling location. Give the Action Required Ticket to the
voter, along with their ID, and say: “You are not in your newly assigned polling place. This ticket shows the
name and address of your correct location. You may bring this ticket with you for your convenience.”

If the voter is not in the proper precinct but insists on voting there, see Wrong Precinct (p. 41) to issue a
provisional ballot.

File the Multipurpose Form in the Completed Multipurpose Form Envelope.

24
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Registered in Another County

Instruct the voter to complete Section 1 of the Multipurpose Form for a “Record Update/Change”. Once the
voter has completed the form, contact the Manager Hotline to verify the information from the form. The
Manager Hotline will import the voter’s registration information into the Duval County system to reflect the
address change. Within a few minutes of the verification call, you should be able to either check in the voter or
print an Action Required Ticket and provide that to the voter to direct them to the correct precinct. If the voter is
not in the proper precinct but insists on voting there, see Wrong Precinct (p. 41) to issue a provisional ballot. File
the Multipurpose Form in the Completed Multipurpose Form Envelope.

Not Registered in Florida

Instruct the voter to complete Section 1 of the Multipurpose Form for a “New Registration”. Because the voter
did not register to vote in Florida before book closing, the only option for the voter is to vote a provisional ballot.
See Voter Not Found (p. 39).

Address Protected

If a voter’s address is marked on the precinct register as “Address Protected”, contact the Manager Hotline to
allow the voter to disclose current address and if necessary, make an address change in a confidential and
discreet manner. Protected addresses cannot be changed on the EViD. Make sure the voter completes Section 1
of the Multipurpose Form (Voter Registration) with their updated address.

E. Spoiling a Ballot
(Sections 101.5608(2), Fla. Stat.)

-
A voter who makes an error or “spoils,” their ballot may obtain another ballot upon @ DEmay,
returning the spoiled ballot in its secrecy folder to the Help Desk. The voter may be ﬁfﬁ;‘
given no more than three ballots. B

1. Instruct voter to remove spoiled ballot from secrecy folder. Fold and slightly
tear ballot through timing marks and place it in the Spoiled Ballots Envelope.
2. Escort the voter to the ballot station to obtain a new ballot.
e Ask the ballot station attendant for the voter’s Voting Pass from the .
EViD Accordion Folder. Do not undo the voter’s check-in. VR Demo Election
e Match the ballot style number on the voting pass to the ballot style Salloy Style: 3t
number on the new ballot that you issue to the voter.
e Write the ballot stub number on the Voting Pass and initial in the blank
space on the right of the Voting Pass. Draw a line through the

Precinct: 1A07.2
Reg #: 126037469

SMITH, CHELSEA

first/second stub number before issuing the next ballot. File the Voting Birthdate: 1/1/2000
Pass in the EViD Accordion Folder. Initial the ballot stub. 133 Haunted HouseiLn \V(
3. Politely ask the voter if they would like some assistance in voting or offer the | A™v™ 1231
use of the ballot-marking device to the voter. Ut
4. If the voter makes a mistake on their third ballot, instruct the voter write on PeaselSicson q”bﬁ/‘/
the ballot to make their intent clear. Explain to the voter that they must CHELSEA SMITH (‘“" -
insert the spoiled third ballot into the Grey Bag. P

Election Worker: VRS

. . Site: Crestview Lib
Do not give a voter a fourth ballot under any circumstance! IR0 CEIS0R A | EEAZS45678
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If a voter, who after checking-in, is given a ballot and then returns the ballot to a poll worker before casting it
and indicates that they do not desire to vote, the ballot, even if blank, shall be treated as a spoiled ballot and
shall not be tabulated. Place the voter’s spoiled ballot in the Spoiled Ballot Envelope. To preclude the voter from
having a voter history, the poll worker should undo the voter check-in on the EViD. If the check-in of the voter
who abandoned the ballot cannot be undone, then place the unscanned ballot in the Gray Bag. When the polls
close, the Manager will perform ballot accounting procedures to account for all ballots issued and the number
of ballots spoiled. See Ballot Reconciliation (p. 66).

F. Voter Is Challenged
(Sections 101.111, Fla. Stat.)

If a challenge is presented, direct the challenger and the voter not to interact with one another in any manner.

OATH OF PERSON ENTERING CHALLENGE
Flonds Statut

1. Instruct the person entering the challenge that they must complete an
Oath of Person Entering Challenge form. :

2. Inform the challenger that any elector or poll watcher filing a frivolous -———
challenge of any person’s right to vote commits a misdemeanor of the S e
first degree.

3. The Manager must witness the oath. After the challenger executes the
oath, the challenged voter must be presented with a copy of the
challenge.

4. The challenged voter must vote a provisional ballot. See Challenged i, — e
Voter (p. 26).

5. The Manager must attach the challenger’s oath securely to the outside
of the provisional ballot envelope and place it in the Orange Bag.

Party, hat | am 2 registered voer of poll

in the municipaity of

s atiempting

o voto Begaly and the reasons for my belief are set forth herein to wit

20,

Exception: If the sole basis of a challenge is that the voter’s legal residence is not in the precinct, the challenged

voter shall be first given the opportunity to do a change of address. Follow the procedures in Address Change (p.

22) before continuing the voter check-in process.

G. Voter’s Signatures Differ
(Section 101.49 Fla. Stat.)

If a Manager, upon a just comparison of the signatures, doubts that the signature on the identification presented
by the elector is the same as the signature the elector provided at check-in, the Manager can have the voter
complete BOTH Section 4 of the Multipurpose Form (Affidavit of Elector When Signature Is Different) to
acknowledge the difference in signature and then complete Section 1 of the Multipurpose Form (Voter
Registration Application) to update the voter’s signature on record. Place the completed Multipurpose Form in
the Completed Multipurpose Form Envelope. Check in the voter and issue a voting pass.

If the voter refuses to sign the affidavit but insists on voting, he or she must vote a provisional ballot following
the procedure in Provisional Ballots (p. 48).

Having a voter cast a provisional ballot due to refusal to sign the affidavit should be a last resort and a
very rare occurrence since you can largely verify the voter’s identity from their photo on the valid ID.
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H. Voter Needs Assistance
(Section 101.051, 101.031(4), 97.061 Fla. Stat.)

Assistance is not required but must be provided if requested by the voter. In some cases, a voter will bring someone
to assist them. Voters who may be sent to the Help Desk with their voting pass for assistance fall into two groups:

Voter Coded “Eligible for Assistance”

1.
2.

4.

These voters have “Eligible for Assistance” marked on the voting pass.

The person assisting the voter will complete Section 3 of the Multipurpose Form (Declaration to Provide
Assistance).

The Manager will then accept the completed form and direct the voter and assistant to the ballot
issuing table to receive their ballot. The voter and assistant will then be directed to the voting booth
area to vote.

The completed form will be placed in the Completed Multipurpose Forms Envelope.

Voter NOT Coded “Eligible for Assistance”
1.
2.

These voters have a voting pass but it is not marked eligible for assistance.

The voter will complete Section 2 of the Multipurpose Form (Declaration to Secure Assistance). If
requested by the voter, the Manager may assist the voter in completing the form.

The person assisting the voter will complete Section 3 of the same Multipurpose Form (Declaration to
Provide Assistance).

The Manager will then accept the completed forms and direct the voter and assistant to the Ballot
Station to receive their ballot. The voter and the assistant will then be directed to the voting booth area
to vote.

The completed forms will be placed in the Completed Multipurpose Forms Envelope.

If the voter wishes to have their voter registration updated to indicate “Eligible for Assistance” for future
elections, instruct the voter to complete Section 1 of the same Multipurpose Form (Voter Registration)
and check the boxes for “Record Update/Change” and “I will need assistance with voting.”

If poll workers provide assistance, Section 3 of the Multipurpose Form (Declaration to Provide
Assistance) is not required. However, two poll workers from different party affiliations must assist the

voter, if present, or, if not, two poll workers of same political party, shall assist the voter.

Power of Attorney is not valid regarding voting. A voter must sign (or mark) any precinct register, form
or affidavit for themselves.
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Voting Accessibility
As a Manager, you should be familiar with voter accessibility resources available at the Help Desk. Provide these
to the voter as needed.

The Voter Accessibility Kit available at the Help Desk includes:
e Ball Cap with Head Pointer — Pointer attaches to the ball cap to be used to touch the ExpressVote screen
e Surgical Head Caps — Placed on the head under the ball cap with head pointer
e Headphone Guards — Placed on the headphones before use
e Signature Guides — Can be used to assist someone in signing a document within space provided
e Magnifier Sheet — Can be used to enlarge text on ballots or forms
e \oter Registration Instructions in Braille — Available in English/Spanish

The ExpressVote ballot-marking device offers additional accessibility features:
e Modified Screen Appearance
e Audio-Tactile Keypad
e Assistive Technology Connections (port to connect a personal Rocker Switch Device/ Sip-and-Puff Device)
e Headphones

For more information on ExpressVote features, see “Ballot-Marking Device: Accessibility Features”, Precinct
Manual for Poll Officials (Ch. 7).

To assist a voter requesting use of ExpressVote, see Voter Requests Use of Ballot-Marking Device (p. 28).

IO Voter Req uests Language Assistance IF YOU NEEDAN INTERPRETER, PLEASE POINT TO YOUR LANGUAGE
(U.S.C. 10303(f)(4) and 52 U.S.C. 10503(b)(2)(A)) el F a3 KR

g i TR
= 3 !

Bl

Each polling location provides opportunities for language assistance
including:
e Allsigns, notices, forms and ballots are available in Spanish.

e An Election Assistance Commission Spanish/English Glossary is
available in the Voter Information Binder.

e The ExpressVote allows for written an audio language selection in
Spanish.

e Bilingual poll workers wear identification indicating language

spoken. @
e lLangServ professional translator services for over 100 languages = » LangServ
are available by phone. _ —

For more see “Voter Requests Language Assistance”, Precinct Manual for Poll Officials (Ch. 6).

LangServ
If a voter requests LangServ professional translator services:
1. The voter will complete Section 2 of the Multipurpose Form (Declaration to Secure Assistance). If
requested by the voter, the Manager may assist the voter in completing the form.
2. Direct the voter to the LangServ page in the Voter Information Binder. Ask the voter to please find their
language and point to it on the page.
3. Dial the 1-904-552-9309 and enter the 2-digit code for the language requested.
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4.
5.

(Eemes s TR TS Albanian 47 French 26 Korean 30 Samoan 79
Dial: 1-904-552-9309 = # = Kamlﬁ—u—T Amharic 39 | |Fulani 36 Kurdish 76 | [Serbian 62
For Spanish, press 1. == L Arabic 23 Georgian 82 Laotian 50 Serbo-Croatian | 64
For all other languages, enter the Amharic 39 Kinyarwanda 94 59 German 61 L i 69 | [Somali 29
2-digit language code mmmm> [Aranic 23 Kirundi 53 58 Greek 88 T %3 | [Spanish 1
3. The live agent will ask for: Bosnian 37 Korean 30 48 Gujarati 40 Mai Mai 78 | |Swanill 38
. Burmese 21 Mandarin 24 37 Haitian Creole | 28 75 Tagalog 46
\;r::zi:g‘s:' f.r'\'t‘ibléarst Names — (provide spelling) = - = Portagucse 3 i 67 Hakha-Chin 95 Mandarin 24 | [Tamil 85
Cantonese 31 Puniabl 79 ] :: :a:kavcnmese :Z Mandingo 89 | |Teddim 86

enm 13z 1 - ebrew
Third Party Dial Out: Ask the first person who [Chin ] 32 | [IRussian 27 Mamha'_lese o T_"a' L
answers nan.terpmtgr or call coordinator) to place the  [Chin-Hakha 95 Serbian 62 French | 55 Hindi 43 Mongolian 72 | [Tibetan 83
Zﬂig‘?ttf{.”;?é'&ﬁ!i{,‘jjﬁéu'm e sAiind; Canads ame Croatian 92 |Snma|i 29 Cantonese 31 Hmong 44 Nepali 25 Tigrinya 45

. ili Chin 32 Ibo 65
If requested. Your 4-digit access code#: 7188  |Rar 20 B swahill 38 Qroing L3 T“"ﬂ 87
arsi 33 | |Tagalog 46 Chin-Hakha 95 70 Pashto 77 Turkish 54
French 26 | |Thai 57 Croatian 92 Italian 56 Persian 74 Twi 66
Back_Up Intacprater Mumbas: 1,856 382 1204 Gujarati 40 | ITigrinya 45 Czech 91 | [Japanese 63 Polish 42 | |Ukrainian 2]
) Haitian Cr_eale 28 | |Turkish 54 Dari 80 Karen 34 Poriuguese 3 | [ordu yr)
Hakha-Chin | 95 Urdu A Dutch 84 Karenni 60 Punjabi 29 | |Vietnamese 22
n erv Hindi 43 Vietnamese 22 e 1
- Farsi 33 Kinyarwanda | 94 Romanian 52 | |Yoruba 88
70 [All other languages | 99 -

Languoge Senices Int Cop. Filipino 73 Kirundi 53 Russian 27 All other languages | 99
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The interpreter will ask for the poll worker’s first and last name and precinct number.
Advise the voter that the interpreter is on the line. Put the phone on speaker and the voter and
interpreter may begin the conversation.

Supervisor of Elections Duval County Top Language Codes |__Language Jcode Language |code Language _Jcode] Language _|code]

J. Voter Requests Use of Ballot-Marking Device

Any voter may request to use the ExpressVote ballot-marking device for any reason. The ExpressVote printer is
attached to the EViD Edge tablet at the Help Desk. A voter who chooses to vote using the ExpressVote will need
to first be checked in on the EViD Edge tablet. If a voter who requests to use the ballot-marking device is
mistakenly checked in at the Check-In Station instead of the Help Desk, you will need to first undo the check-in.
See Precinct Manual for Poll Officials, Undo Voter Check-In (Ch. 4) for instructions.

To print an activation ballot card:

1.

ik wn

Check in the voter using the EViD Edge tablet. Select the checkbox in the top left corner to “Print to
ExpressVote Activation Card”.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:19 PM
P ion SOE Office
‘ | Print Exprassvote Activation Card Do Not Print Ballot At

No Vote By Mail Activity
JOHN Q SMITH, SR

Residence Address
123 TATE ST Anytown, FL 12301

Date of Birth Ballot Style Voter 1D DL #

10/3/1956 2 502746904 S502746904123
Precinct Party Registration Date
1A06 DEM 1/25/2000

Are the name and address for the voter correct?

A

Verify that the name and address for the voter is correct and select “Yes”.

The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".

Compare the voter’s signature to the ID presented. Select “Accept”.

When prompted, insert a blank ballot card into the ExpressVote printer with the corner cut edge on the
top right. Once inserted, the printer will automatically take up the card and hold it until it is ready to
print.
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6. Select “OK” to print the ballot card. The voter’s activation ballot card will be printed with a ballot style
identifier that the ExpressVote device will recognize.

Election Date:3/31/2023 Clerk Station 3/24/2023 10:15 AM
Verify Signature SOE Office

“4 ) Get Voter Signature

Captured Signature
Alert.

Insert ExpressVote Activation Card into ExpressVote
printer and then click OK

b OK

Heje ¥¥ Clear

7. Return the voter’s ID and give them the ballot card and a white secrecy sleeve.
8. The voter may proceed to the ExpressVote device to mark the ballot. See Precinct Manual for Poll
Officials, Ballot-Marking Device (Ch. 7) for voter instructions.

K. Voter Goes to the Wrong Precinct

If a voter attempts to check in and vote at the wrong precinct, the Inspector Tech at the Check-in Station will
print an Action Required Ticket for the voter with the name and address of the correct polling location. Some
voters may request additional information at the Help Desk. Advise the voter that they may call (904)255-VOTE
(8683) to learn more. If asked, a manager should go the extra mile and pull up directions on their phone and
write down the directions to provide to the voter.

If a voter insists on voting at the wrong precinct, see Provisional Ballot: Wrong Precinct (p. 41) to issue a
provisional ballot.

L. Voter Casts an Incorrect Ballot
If a voter claims that he or she did not receive the correct ballot (i.e., wrong ballot style issued) BUT has
A already cast the ballot, the voter’s ballot may not be retrieved. The voter does not get another ballot.
Issuing the wrong ballot to a voter may result in dismissal! Note the incident on the Trouble Log.

M. Voter Who Requested Vote-by-Mail Ballot Goes to Vote at Polls
(Section 101.69, Fla. Stat.)

Inspector Techs may present you with surrendered vote-by-mail ballots marked “canceled” on the certificate side
of the envelope. File the surrendered ballots in the manila Surrendered VBM Ballots Envelope.
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N. Voter Leaves Without Casting Ballot
(Rule 15-2.034, Florida Administrative Code)

If a voter leaves the polling room and leaves a ballot in the voting booth or in and around the tabulator without
casting the ballot, poll workers shall place the unscanned ballot in the Gray Bag to be provided to the canvassing
board. Document the incident on the Trouble Log. See Trouble Log (p. 31).

O. Voter Overvotes Contests

If the voter mistakenly over votes the ballot by making more than one selection in a contest, the tabulator will
reject the ballot. The voter may come to the Help Desk to have the rejected ballot spoiled. Tear the ballot
through the timing marks and place it in the Spoiled Ballot Envelope. Escort the voter to the ballot station to
obtain a new ballot and secrecy sleeve, with instructions on how to properly mark the ballot. See Spoiling a
Ballot (p. 25).

If the voter insists on voting the rejected ballot “as-is”, inform the voter that the only way to cast a ballot that the
tabulator rejects is to place the unscanned ballot in the Gray Bag. Allow the voter to cast the ballot into the Gray
Bag. Document the incident in the Trouble Log. See Trouble Log (p. 31).

P. Voter Tries to Take Ballot from Polling Room
(Sections 104.20, Fla. Stat.)

If a voter attempts to take their ballot from the polling place, advise the voter that to do so is against the law and
that they will be reported. Explain to the voter that the ballot must be spoiled if the voter does not wish to have
it counted. Make a notation on the Ballot Report Form and document that a voter left with a ballot in the
Trouble Log if the voter insists on leaving the precinct with the ballot. See Trouble Log (p. 31).

Q. Voter is Deceased
(Section 98.075, Fla. Stat.)

The Supervisor of Elections shall remove the name of a deceased registered voter from the statewide voter
registration system upon receipt of a copy of a death certificate issued by a governmental agency authorized to
issue death certificates. A voter may inform you of a person who is deceased but still registered to vote. To have
the deceased voter removed from the voter registration system, the interested person may mail, fax, email, or
hand-deliver a photocopy of the death certificate for the deceased voter to the Duval County Supervisor of
Elections Office. For additional information, advise the interested person to call the Supervisor of Elections Office
at (904) 255-VOTE (8683). Once the Supervisor of Elections has received the death certificate, the voter’s name
may be removed from the voter registration system.

R. Trouble Log

The Trouble Log is used by the Manager or Assistant Manager primarily to document problems with the
electronic pollbooks, tabulator and the ballot-marking device. However, it may also be used to record other
significant or unusual problems which occur on Election Day. Be sure to record the times that the problems
occurred and were resolved.
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Examples would be:

Problems with the MiFi Hotspot

Incorrect or insufficient ballots received
from the Elections Center

Missing EViD activators or memory sticks
People taking pictures in the polling place
(other than their own ballot)

Disorder in the polling site

Attempts by unauthorized individuals to
gain access to the polling site

Appendix A
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TROUBLE LOG SAMPLE

Electaon Dale Precinct
Time
Dagcrpbon

Solution

Time problem was resobed

Tima

Repairs needed to Elections Office Descrpion
equipment

Accidents, injuries and illness

Damage to polling location facility or Sohtion

property

Tume problem was iesohed

S. Injury, Incident, or lliness Reports

Your safety and well-being are our top priority. As a poll worker, you may encounter situations where you or
someone else gets sick, injured, or involved in an incident at the polling place. These situations can be stressful
and challenging, but it is important to handle them calmly and professionally. See Safety Briefing (p. 11).

For all incidents the following procedures apply:

32

Assess the situation and provide care. This may include providing first aid or calling 911. For facility or
property damage that interrupts the flow of voting through the polling location, this may include alerting
voters by marking the damage with one of the orange cones or positioning a poll worker to redirect
voters away from the incident. Voting should continue without interruption.

Call the Manager Hotline immediately. Report the incident to Supervisor of Elections staff and follow
any provided instructions.

Provide written documentation of the incident. You must document any work-related injuries, illnesses,
accidents, trip-and-falls, or any other incidents.

O Complete the relevant risk management form.

[0 Write a note on the top of the form if the individual will seek medical attention or file a claim.
Indicate this by writing “Medical: (Yes, No or Unsure)” and “Claim: (Yes, No or Unsure)”.

[0 Take photos of the location of the incident as well as the injury to person or damage to property.
Email photos to froi@duvalelections.gov within 24 hours and indicate in the subject line the
precinct name or number.

O Note the incident on the Trouble Log.
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Risk Management Forms

Voter/Citizen is Affected

The voter or citizen affected will complete the Citizen
Injury Incident Report Form located in the Forms mzRSKMAGRIBTOVION
Folder. The form should be signed by the Manager. File

in the Injury Incident or lliness Report Form Envelope.

Date reported:
y Reporting: Reported By:
Time of Injury: aw [T

Poll Worker is Affected
The poll worker affected or the Manager will complete
the First Report of Injury Form located in the Forms

Folder. The form should be signed by the Manager. File s s
in the Injury Incident or Iliness Report Form Envelope. | Rheas
Damage N | )
Note any incident which causes damage to the polling = courLETIDNY

site facility or property on the Trouble Log. See Trouble
Log (p. 31).

T. Rovers
Rovers are technical support staff that assist with technical issues at polling locations. They are the eyes and ears
of the Elections Office out in the field. They also have extra supplies for your precinct, if needed.

Rovers are not poll workers and they are not part of your staff. When a Rover arrives at your polling place, the
Manager must check their ID badge before allowing them into the polling room. Rovers should bring the Tech

Support Manual for Rovers to each polling location.

If you need the assistance of a Rover at any time on Election Day, contact the Tech Hotline first. The contact
information for your assigned rover can be found on the Blue Polling Place Sheet and can be used as a backup.

U. Poll Watchers
(Sections 101.111, 101.131, 101.23, 102.031(3), Fla. Stat.)

Each party, each political committee, and each candidate may choose to appoint poll watchers to observe polling
place procedures on Election Day. Only one poll watcher per party, political committee, or candidate is allowed
in the polling place at any time during voting. Poll watchers must be registered voters of Duval County and they
may not be law enforcement officers or a candidate on the ballot.

The Supervisor of Elections approves poll watcher designations and reserves the right to reject any poll watcher.
Upon acceptance of poll watcher designations, the Supervisor of Elections will issue identification badges to the

candidate, who will then distribute them to the individual poll watchers.
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Poll Watcher Guidelines
A Manager will call the Manager Hotline to report any violation of these guidelines.

Poll watchers:

e Must check in with the Manager when arriving at a polling place and show badge and photo
identification for verification of name on the Poll Watchers List in the Administrative Folder.

e Must wear the badge provided to them by the Elections Office at all times while in the polling location.

e Must furnish their own materials and necessities.

e Must inform the Manager if they wish to challenge a voter’s right to vote. The Manager will follow the
procedures for a challenged voter.

e Must inform the Manager if they see anything that does not comply with election laws.

e Must mute their ring tone on their cell phones and any calls should be conducted outside.

e May not wander around the voting area or ask questions of poll workers other than the Manager.

e May not wear any clothing or buttons identifying a candidate or cause.

e May not volunteer to help voters who need assistance. Poll watchers may only assist a voter if
specifically requested by that voter and the proper procedures for providing assistance are followed.

e May not talk or interact in any way with voters in the polling place.

e May not obstruct the orderly conduct of any election. Poll watchers must be respectful and mindful of
the service being provided to the voters.

V. Exit Pollsters
(Section 102.031 (7)(b), Fla. Stat.)

An election exit poll is a poll of voters taken immediately after they have exited the polling stations. Pollsters
conduct exit polls to gain an early indication as to how an election has turned out.

Exit pollsters:
e Cannot wear clothing that references candidates, parties or causes.
e  Must conduct polling activities out of earshot of voters.
e Must abide by the Manager’s indication of where they may stand to conduct polling.

@ Exit pollsters are allowed in the No Solicitation Zone if they are only speaking to voters exiting the polling
room.
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Chapter 5 - Provisional Ballots
(52 U.S.C. Section 21082, Sections 101.048, 101.049, 101.111, 101.043, 101.045, Fla. Stat.)

List of situations in which a voter must be allowed to vote a provisional ballot:

Identification e Avoter who does not produce an acceptable form of photo ID with signature or a
photo ID and a signature ID.

e Avoter whose Florida driver license number or Florida identification card number,
or the last 4 digits of the social security number has not been verified.

e A person whose signature on the precinct register differs from that on the
identification presented and the person refuses to complete a signature affidavit.

e Avoter whose identity is in question based on the photo identification provided.

Registration e A person whose name is not on the precinct register and the poll worker is unable
to verify whether or not the person is a registered voter of the state.

e A person whose name is not on the precinct register and the poll worker verifies
that the person is not registered in the state, but the person maintains that he or
she is entitled to vote.

e A person whose name is not on the precinct register and who has completed
either the change of name or change of residence affirmation but the poll worker
is unable to verify whether the person is a registered voter of the state.

e Any person for whom you are unable to get through to the Supervisor of Elections’
office to determine if person is eligible to vote.

Address Change e Aregistered voter who is not otherwise allowed to make an out-of-county address
change at the polls for purposes of voting a regular ballot (e.g., new polling
location does not have electronic poll book, or person is not an active uniformed
services voter or family member).

e Aregistered voter who is required but refuses to execute an address change on an
affirmation or voter registration application in order to vote a regular ballot.

Voting Status e Avoter whose name is on the precinct register with an indication that he or she
already voted but the voter maintains he or she has not already voted in this
election.

e Avoter whose name is on the precinct register with an indication that he or she
requested a vote-by-mail ballot and the poll worker confirms that the supervisor of
elections has received the voted vote-by-mail ballot, but the voter maintains that
he or she has not returned the vote-by-mail ballot (only applies to use of paper

register).
Voter Challenge e Avoter who has been challenged except in specific cases of address changes.
Poll Closed e  Avoter who votes on or after the normal poll closing time pursuant to a court or

other order extending the polling hours.

Each person voting a provisional ballot must be given the written notice and instructions required by law:
e Right to present further written evidence (if he or she so chooses) that supports their eligibility to vote
to the Supervisor of Elections by no later than 5 p.m. on the second day following the election.
¢ Right to find out after the election whether the provisional ballot was counted and if not, the reason why.
e Right to cure signature if signature is missing from provisional ballot certificate or the signature on the
certificate does not match with the one on record or in the precinct register.

Never deny a voter the opportunity to cast a provisional ballot. The Canvassing Board will determine
the voter’s eligibility.
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A. Prepare the Provisional Ballot Envelope

36

Give the voter the Pink Provisional Ballot Envelope to complete Section 1 in full. These are available in
English and Spanish. The voter must complete and sign the form in front of the poll worker. If it is not
signed, it will be rejected. The Manager and Assistant Manager who witness the voter’s signature must
complete and sign Section 2 in full and indicate the election date, precinct and ballot style provided. The
Manager or Assistant Manager must also complete Section 3 by checking the box beside the reason for
Provisional Ballot. Do not mark anything else. If a voter needs to complete a Multipurpose Form because
their name/address has changed, do not put the completed Multipurpose Form in the Provisional Ballot
Envelope. Multipurpose Forms always go in the Completed Multipurpose Form Envelope.

SECTION1 =P
Voter’s

Certificate and
Affirmation

SECTION2  ==—p>
Witness of

Help Desk

Official

Tracking
Number
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SECTION 3
Reason for
Provisional
Ballot
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B. Check in the Provisional Ballot Voter on the EViD Edge Tablet
The procedures for checking in a provisional ballot voter on the EViD Edge vary depending on the reason the voter
must vote a provisional ballot.

No ID Provided

A voter may present you with a Help Desk Ticket indicating “VOTER DID NOT PROVIDE PICTURE/SIGNATURE ID”.
If a voter cannot provide a valid photo and signature ID, the voter is allowed to vote a Provisional Ballot. For a list
of acceptable identification, see Precinct Manual for Poll Officials, Photo Identification (Ch. 4).

After the Provisional Ballot Envelope is completed:
e Select “No ID Provided” on the EViD home screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 9:17 AM
EViD Home

Scan ID
-or-

Voter Check-in Search

b

More Wait Time VRS Messages Exit

®@ & 6 B S

Last Voter Checked In:

Smith, Terrl Voter Info

e Manually search for the voter using the information provided on the Provisional Ballot Envelope.
o Verify that the voter’s name and address are correct and select “Yes”.
e  When prompted to issue a provisional ballot, select “Yes”.

Election Date:3/31/2023 Clerk Station 3/23/2023 11:19 AM
Verify Voter Information 2, SOE Office

Active
No Vote By Mail Activity
JOHN Q SMITH, SR

Residence Address Issue Provisional Ballot?
123 TATE ST Anytown, ~ JOHN SMITH may need to be issued a Provisional
ballot for the following reason:

Date of Birth

10/3/1956 Voter did not provide picture/signature ID

Precinct Do you wish to issue this voter a Provisional ballot? Regqistration Date
1A06 1/25/2000

Are tt Tect?

=) - ]
ul ‘ m & Wrong Voter

A

e Enter the Provisional Ballot tracking number (twice) and select “OK”.

38

94



Appendix A

ESC-0353-24

Election Date:3/31/2023

Provisional Ballot Entry

Provisional

Voter did not provide picture/signature ID

Voter Name
JOHN SMITH

Clerk Station 3/23/2023 11:20 AM
2, SOE Office

Tracking Number
02728
Confirm Tracking
02728

e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".

o Select “Accept” and the Voting Pass will print automatically.

Voter Not Found

A voter may present you with a Help Desk Ticket indicating “VOTER NOT IN REGISTER/ELIGIBILITY NOT VERIFIED”.
If a voter cannot be found on the EVID, ask the voter, “Has any of your information changed?” If the voter indicates
that their information has changed, see Name Change (p. 20) or Address Change (p. 22).

If a voter cannot be found, the voter may vote a Provisional Ballot.

After the Provisional Ballot Envelope is completed:

e Review the valid photo ID and select “Voter Check-In Search” on the Home screen or scan the ID.
e Enter the voter’s date of birth and initials (first and last) in the correct fields. Select “Search”.
e If the voter cannot be found after a thorough search, select “Voter Not Found”.

Election Date:3/31/2023
Voter Check-in Search

Clerk Station 3/23/2023 11:14 AM
SOE Office

Date of Birth
)

Last Name or Regi:
_EViD

et
| No voters found

Search Criteria:
Last Name or Registration="EViD"

U | @ voter Not Found.

Election Date:5/31/2023 Clerk Station 6/1/2023 11:21 AM
Voter Search Results 1A07, Crestview Library
David Smith Jeanette P Smith Joanna M Smith Philosopher B Smith
15 Haunted House Ln 123 Shell Ct Address Protected 123 Shell Ct
ANYTOWN ANYTOWN ANYTOWN
1A07.2 1A07.1 1A07.2 1A07.1
4/5/1945 @ 11/13/1951 12/30/2002 1/30/1964
Terri T Smith ABBY L SMITH ABIGAIL Q SMITH ALEX SMITH
123 Haunted House... | Address Protected Address Protected Address Protected
ANYTOWN
1A07.2 1A07.2 1AQ7.2 1A07.2
3/16/1981 8/25/1982 2/18/1979 2/9/1976
CHELSEA SMITH FIONA SMITH J L SMITH JACK SMITH
123 Haunted House... | 225 HAUNTED HO... 300 HAUNTED HO... | 403 B BRIARPATC...
ANYTOWN ANYTOWN ANYTOWN ANYTOWN
1A07.2 1A07.2 1A07.2 1A07.1
1/1/2000 6/3/1955 4/15/1957 5/13/1941
Last Name or Registration: smith
@ Bacl % Voter Not Found 32 voters Page 1 of 3

e Enter voter information from the Provisional Ballot Envelope and select “OK”. If the “OK” button is gray
and you cannot select it, select the properly formatted address from the drop-down menu.
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Election Date:3/31/2023 Clerk Station 3/23/2023 11:16 AM Election Date:3/31/2023 Clerk Station 3/23/2023 11:17 AM
Enter Voter Information SOE Office Enter Voter Information SOE Office
Last Name First Name Middle Name Suffix Last Name First Name Middle Name Suffix

i ) J L il [ Smith John ( -

Residence Address (ex. 123 Main ST City, State Zip) Unit Type  Nbr Residence Address (ex. 123 Main ST City, State Zip) Unit Type Nbr

( 3 Eora— == o

I‘, ’] | F i ‘,D | 123 Meandering Way Ct Anytown, FL 12301 | s

’ 123 Meandering Way Ct Anytown, FL 12301

f Maiing Addresa Changed: P.O, Box

( 12
B LCIauerress | U\dalllrlgAddress‘ Aliytosst, £1 1220 |. OK ‘ Clpar Address }Mailinghddress
e —— y & g I T o= A——"

e \Verify that the voter’s name and address are correct and select “YES”.
e Select “Yes” when prompted to issue a Provisional Ballot.

Election Date:3/31/2023 Clerk Station 3/23/2023 11:17 AM
Verify Voter Information SOE Office
WoterNotFound
: No Vote By Mail Activity
John Smith
Residence Address Issue Provisional Ballot?

123 Meandering Way C'  John Smith may need to be issued a Provisional
ballot for the following reason:
Date of Birth DL#

\oter not in Register, eligibility not verified =
BAE%EEZGI Do you wish to issue this voter a Provisional ballot? Registration Date
1A07.

Are tt rect?

K

e Enter the Provisional Ballot tracking number (twice). Select “OK”".

Election Date:3/31/2023 Clerk Station 3/22/2023 4:48 PM
Provisional Ballot Entry SOE Office

Provisional

Tracking Number
Challenged Voter is claiming eligibility

02728
Confirm Tracking
02728

Voter Name
JOHN SMITH

e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”.

e Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print
automatically.
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In the event a voter is at the wrong precinct for the address they provided on the Provisional Ballot Envelope, the
EViD screen will automatically redirect from the “Voter Not Found” workflow to the “Precinct Dispute” workflow.
See Wrong Precinct (p. 41). The provisional ballot entry form and the ticket that prints will only show the first

provisional reason that came up in the workflow.

Wrong Precinct

A voter may present an Action Required Ticket that they received at the Check-in Station. Encourage the voter to
follow the instructions on the Action Required ticket directing the voter to the correct precinct. Say to the voter,
“This ticket shows you your correct precinct. Intentionally voting in the wrong precinct on Election Day is a
felony.” However, if a voter insists on voting in the wrong precinct, then they must vote a Provisional Ballot.

After the Provisional Ballot Envelope is completed:
e Select “Voter Info” on the Home screen.

Election Date:5/31/2023
EViD Home

More

&)

Scan ID

Clerk Station 6/1/2023 11:21 AM

Voter Check-in Search

O,

Wait Time

VRS
=]
@
e =

Messages

Crestview Library

Last Voter Checked In
@& No D Provided

Exit

S

e Enter the voter’s information from the Provisional Ballot Envelope and select “Search”.
e Once you have found the correct voter, select “Dispute”, and then select “Precinct Dispute”.

Voter Lookup

ABIGAIL Q SMITH

Election Date:5/31/2023 Clerk Station 5/26/2023 4:19 PM

Residence Address
123 Haunted House Ln Anytown, FL 12301

Precinct Ballot Style Registration Date
1A07.2 2 2002-09-26

Mailing Address
PO BOX 2345 Apopka, FL 32333

Date of Birth Party Race

3/16/1981 DEM White, not Hispanic
Voter ID Status

502746164 Active

A

Election Date:5/31/2023

Downtown Library Voter Lookup

Active
No Vote By Mail Activity ABIG
Resider
Address

Precinc
1A07.2

Mailing
Gender Date of
Male 2/18/19
DL # Voter IC
$502746164123 602300

What is the rea:

son for the voter disputing?

Party Dispute Precinct Dispute Challenge

Clerk Station 6/1/2023 3:16 PM
2, SOE Office

Active
Mail Activity
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Select “Yes” when prompted to issue a Provisional Ballot.

Election Date:5/31/2023
Voter Lookup

ABIGAIL Q SMITH

Residence Address
Address Protected

Mailing Address

A

Issue Provisional Baliot?

Precinct Reagis o
1A07 2 2018. ABIGAIL SMITH may need to be issued a Provisional

ballot for the following reason:

Precinct Dispute

Date of Birth y ” . Gender
Date of Birth » Gender
2/18/1979 Do you wish to issue this voter a Provisional ballot? Female
Voter ID DL #
602300035

Clerk Station 6/1/2023 3:17 PM
2, SOE Office

Active
No Vote By Mail Activity

ESC-0353-24

Select the correct ballot style for this voter from the options available in the precinct. The EViD will help
you select the correct ballot style by limiting you to selections that change the “OK” button to blue. If the

OK button is gray, it will not allow you to proceed because you have chosen an incorrect ballot style.

Once you have selected the correct ballot style, select “OK”. In a primary election, it is important that the
voter receives a ballot that corresponds to the voter’s party affiliation. You can revisit the Voter Lookup
screen by selecting “Back” to see the voter’s party affiliation.

Election Date:5/31/2023
Select Ballot Style

G1

&

A o

Clerk Station 6/1/2023 3:17 PM
SOE Office

Select Ballot Style to Give to the Voter from those
available in this polling place

Verify that the name and address for the voter is correct and select “Yes”.
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Enter the Provisional Ballot tracking number (twice). Select “OK”".

Election Date:3/31/2023
Provisional Ballot Entry

Provisional
Precinct Dispute
Voter Name
ABIGAIL SMITH |

Clerk Station 3/22/2023 4:48 PM

Tracking Number
02728
Confirm Tracking

SOE Office

The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".
Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print

automatically.

Challenged Voter
A voter may present you with a Help Desk Ticket indicating “CHALLENGED VOTER IS CLAIMING ELIGIBILITY”. This

is likely because a challenge was filed prior to the opening of the polls. Voters whose eligibility has been
challenged either prior to the opening of the polls or at the polling site may vote a provisional ballot.

After

the Provisional Ballot Envelope is completed:
Select “Voter Info” on the Home screen.

Election Date:5/31/2023
EViD Home

Scan ID
—or-

Voter Check-in Search

O\

More Wait Time Messages

®@ & O [E

Clerk Station 6/1/2023 11:21 AM

Crestview Library

Last Voter Checked In:
@ No ID Provided | (| Voter Info |

Exit

S

Enter the voter’s information from the Provisional Ballot Envelope and select “Search”.
Once you have found the correct voter, select “Dispute”, and then select “Challenge”.

ESC-0353-24
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Election Date:5/31/2023
Voter Lookup

Clerk Station 5/26/2023 4:19 PM
Downtown Library

Election Date:5/31/2023
Voter Lookup

il Active
Steve Martin No Vote By Mail Activity SteV whatis re e

Residence Address Resider
123 Haunted House Ln Anytown, FL 12301 Address
Precinct Ballot Style Registration Date Precinc
1A07.2 G2 2002-09-26 1A07.2
Mailing Address Mailing
PO BOX 2345 Apopka, FL 32333

Date of Birth Party Race Gender Date of
3/16/1981 DEM White, not Hispanic  Male 2/18/19
Voter ID Status DL# Voter IC
502746164 Active 8502746164123 602300

|
laaisy)

ason for the voter disputing?

Party Dispute Precinct Dispute

Clerk Station 6/1/2023 3:16 PM
2, SOE Office

Active
Mail Activity

|| chalenge |

]

o Select “Yes” when prompted to issue a Provisional Ballot.

Election Date:8/23/2023
Voter Lookup

Clerk Station 10/17/2023 4:26 PM

2, SOE Office

Steve Martin

Active

Residence Address
200 Haunted House | M Armtaum El 492204
7 Issue Provisional Ballot?
Precinct Ballot ) . .
1A07.2 R3001 Steve Martin may need to be issued a Provisional

ballot for the following reason:
Mailing Address
Voter is Challenged at the Precinct

Do you wish to issue this voter a Provisional ballot?

Date of Birth
5/31/1965

Voter 1D
502784653

4 o

No Vote By Mail Activity

Female

DL #
65

e Verify that the name and address for the voter is correct and select “Yes”.
e Enter the Provisional Ballot tracking number (twice). Select “OK”".

Election Date:3/31/2023
Provisional Ballot Entry

Provisional Tracki

Challenged Voter is claiming eligibility

Voter Name
JOHN SMITH

Confir
0

02728

Clerk Station 3/22/2023 4:48 PM

SOE Office

ng Number

'm Tracking
2728

e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”.
e Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print

automatically.
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If a voter does not present a Help Desk ticket, but the voter is instead challenged by an individual at the precinct,
see instructions at Voter Is Challenged (p. 26) prior to issuing a provisional ballot to the voter.

Party Affiliation (Primary only)
A voter may present you with a Help Desk Ticket indicating “Party Not Voting”. It is common for some voters to
switch party affiliation before book closing to vote in a primary election. During a primary election, voters who
dispute their party affiliation may vote a provisional ballot. Say to the voter, “Florida is a closed primary state.
You may only vote in the primary for the party in which you are registered.” See Precinct Manual for Poll
Officials, Types of Elections (Ch. 1). If the voter requests to be registered in a different party, have the voter
complete Section 1 of the Multipurpose Form prior to completing the Provisional Ballot Envelope. File the
completed Multipurpose Form in the Completed Multipurpose Form Envelope.

After the Provisional Ballot Envelope is completed:
e Select “Voter Info” on the Home screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 11:21 AM
EViD Home Crestview Library

Scan ID
-or-

Voter Check-in Search

O,

Last Voter Checked In
@) no D Provides

More Wait Time Messages Exit

® & O B S

e Enter the voter’s information from the Provisional Ballot Envelope and select “Search”.

e Once you have found the correct voter, select “Dispute”, and then select “Party Dispute”.

Election Date:5/31/2023 Clerk Station 5/26/2023 4:19 PM Election Date:8/23/2023 Clerk Station 10/13/2023 12:47 PM
Voter Lookup Downtown Library Verify Voter Information 2, SOE Office
i i i Active Active

Terri Tabitha Smith No Vote By Mail Activity Authorization to Vote is not available for this voter Mail Activity

Residence Address Terri Tal .

123 Haunted House Ln Anytown, FL 12301 — —— Party Not Voting

Precinct Ballot Style Registration Date Residence .

1A07.2 2 2002-09-26 123 Shell C

Mailing Address Date of Birt

PO BOX 2345 Apopka, FL 32333 1/30/1964

Date of Birth Party Race Gender

3/16/1981 DEM White, not Hispanic ~ Male Erecinct Date

1A07.1
Voter ID Status DL #
502746164 Active 8502746164123
1g Voter
Precinct Dispute
==
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Select “Yes” when prompted to issue a Provisional Ballot.

Election Date:5/31/2023
Voter Lookup

Terri Tabitha Smith

Residence Address
123 Haunted House ! » Amtawn El 12201

: Issue Provisional Ballot?
Precinct Ballot i . .
1A07.2 G2 Terri Smith may need to be issued a Provisional ballot

for the following reason:
Mailing Address Party Not Voting
PO BOX 2345 Apo  Other

Date of Birth

i ?
3/16/1981 Do you wish to issue this voter a Provisional ballot?

Voter ID
502746164

A

Clerk Station 6/1/2023 3:17 PM

SOE Office

Active
No Vote By Mail Activity

Gender
Male

DL

#
S502746164123

(oo

ESC-0353-24

Select the correct ballot style for this voter from the options available in the precinct. The EViD will help
you select the correct ballot style by limiting you to selections that change the “OK” button to blue. If the

OK button is gray, it will not allow you to proceed because you have chosen an incorrect ballot style.
Once you have selected the correct ballot style, select “OK”. Since this voter is disputing their party

affiliation on record, offer a choice of ballot style to the voter.

Election Date:5/31/2023
Select Ballot Style

available in this polling place

G1

&

A

Clerk Station 6/1/2023 3:17 PM

Select Ballot Style to Give to the Voter from those

SOE Office

Verify that the name and address for the voter is correct and select “Yes”.
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e Enter the Provisional Ballot tracking number (twice). Select “OK”.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:48 PM
Provisional Ballot Entry SOE Office

Tracking Number
02728
Cenfirm Tracking

Provisional
Challenged Voter is claiming eligibility

Voler Name
JOHN SMITH

e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".
e Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print
automatically.

Pending Status

A voter may present you with a Help Desk Ticket indicating “Voter status is pending”. In Florida, book closing is
29 days before each election. People who are not registered to vote by that date are not eligible to vote in the
next election. Florida does not have same-day voter registration. After searching for and finding a voter, the EViD
may show a message that the voter’s status is “Pending”. Say the following: “The system is telling me that you
registered after the deadline for this election. However, you will be able to vote a regular ballot in the next
election.” The voter may vote a Provisional Ballot. See Other Provisional (p. 47).

Other Provisional (Pending Status, Already Voted, Ineligible, Special Handling, etc.)

Voters may vote a Provisional Ballot for any of the reasons indicated in Provisional Ballots (p. 25). In these
situations, you will be prompted to issue a provisional ballot instead of being allowed to print a voting pass.

After the Provisional Ballot Envelope is completed:
e Review the valid photo ID and select “Voter Check-In Search” on the Home screen or scan the ID.

e Enter the voter’s date of birth and initials (first and last) in the correct fields. Select “Search”.

e Verify that the name and address for the voter is correct and select “Yes”.

o Select “Yes” when prompted to issue a Provisional Ballot.

e Enter the Provisional Ballot tracking number (twice) and select “OK”.

e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”.

e Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print.

SOE”. If you see this message, call the Manager Hotline for special instructions. Once the call is

n After verifying that the name and address for the voter is correct, you may see a notation to “Call
completed, select “Yes” or “No” as advised when prompted on the screen.
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Voter's Signatures Differ/Voter Refuses to Sign Affidavit
(Sections 98.461, 101.5608(1), Fla. Stat.)

A voter may present you with a Help Desk Ticket indicating “Voter signature rejected”. If the voter whose
signatures differ refuses to sign the signature affidavit but insists on voting, he or she must vote a provisional
ballot. For more information, see Voter’s Signatures Differ (p. 26).

After the Provisional Ballot Envelope is completed:

48

Review the valid photo ID and select “Voter Check-In Search” on the Home screen or scan the ID.
Enter the voter’s date of birth and initials (first and last) in the correct fields. Select “Search”.
Verify that the name and address for the voter is correct and select “Yes”.

The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".
Since the voter would not sign the signature affidavit, you must select “Reject”.

Election Date:5/31/2023 Clerk Station 6/1/2023 9:43 AM
Verify Signature 2, SOE Office

25 Get Voter Signature

Captured Signature

R

l‘ Acceg !,-‘.f’ Clear
=

Select “Yes” when prompted to issue a Provisional Ballot.

Issue Provisional Ballot?

DAWN RICHARDS may need to be issued a
Provisional ballot for the following reason:

PW not satisfied with ID of voter and voter does not
sign affidavit

Do you wish to issue this voter a Provisional ballot?

@ - o
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Election Date:3/31/2023
Provisional Ballot Entry

Provisional

Challenged Voter is claiming eligibility 02728

i LAl
DAWN RICHARDS

Clerk Station 3/22/2023 4:48 PM

Tracking Number

Cenfirm Tracking

SOE Office

C. Issue a Ballot to the Provisional Ballot Voter

Before issuing a ballot or ballot card, write an X in the box in the
upper right corner of the ballot where “For Office Use Only” is
indicated. Marking an X in this box will prevent the ballot from
being mistakenly cast in the tabulator.

Select the ballot style printed on the Voting Pass.

Record the stub number on the Voting Pass.

Give the voter the paper ballot or ballot card and pink secrecy

sleeve and direct the voter to the voting booth closest to the Help

Desk and advise them to bring the ballot back to the Help Desk.
Hold on to the Provisional Ballot Envelope until they return.

Enter the Provisional Ballot tracking number (twice) and select “OK” and the Voting Pass will print.

ESC-0353-24

R NRY _CRN]

LLOT
RIDA

Otfcs Use Ony

a black pen only.

'not count.

on the blank line provided

[
]
[
el |
ST |
[
]
i
[ |

AAfCana

While waiting for the voter to return, add the name of the voter, the reason the provisional ballot was
issued, the ballot style number and the Manager or Assistant Manager’s initials to the List of Provisional

Voters stored in the Orange Bag.
File the Voting Pass in the EViD Accordion Folder.

D. Seal the Provisional Ballot Envelope

Once the voter has marked their provisional ballot, the voter
must place the voted ballot (which may be a voted paper ballot
or ballot card that contains the voter’s selections) into the pink

secrecy sleeve, then place the secrecy sleeve into the provisional

ballot envelope. Nothing else should be in the envelope!
The voter should seal the provisional ballot envelope. Say to the
voter, “You may tear off the flap to track your ballot on our

website at duvalelections.gov.”
Place the voted provisional ballot envelope in the Orange Bag.

or allow a voter to cast, a provisional ballot through the
tabulating equipment at the polls.

Absolutely No Tabulation of Provisional Ballots! Do not cast,

ballot on Election Day.

Complete this fom to give an

SAMPLE LIST OF PROVISIONAL VOTERS

scoount of the totsl number of voters that recsived 8 pi
The completed list should be piaced in the ORANGE Provisionsl Bsliot bag

with the completed provisionsl ballots.

Election

Duval County

Frecingt Humber

101

2020

MH

rovisional

Ha Tieme of Voter Resson [ Ballct Styie Mumber | Help Desk Infisis
1 | Cyntena V. Cooper No ID 008 TWM

7 | Anthony 0. Dozier Gtar Challenged 008 X

3 | Shewn S Sanders Voter not found 158 J’\|,_

4| Veois W Mumsy Voler disputes party 008 5.0

T [Anehe G Dave Fegistered Laie [} TWoM

6 58 TWM

[ens B Geoge

Voter in fine after 75

Tetsl number of Provisier
1 certfy thst the numbers representad sbove sre true snd comect as evidenced by my signsture

nal Ballots =

Elecingt Manzoors Si

janature.
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Chapter 6 - EViD Edge Tablet

A. EVIiD Edge Components

/ Camera (scanner)

Power button

ID tray

Extra
activator
port

Activator port

Latch for Edge printer paper access

Edge printer power button

ExpressVote printer

B. Setting Up the EViD Edge Tablet

1. Carefully pick up the Edge tablet case. Place it on a table and unlatch all four latches and remove the lid
completely.

2. Once the lid is removed, you should also remove the styrofoam packing that the Edge tablet rests upon
(if any). All else should remain intact. Do not take the Edge tablet out of the case! Do not take the cables
out of the casing. They are aligned under the Edge for a reason. Do not unplug the printer.

3. Remove the power cord and power block from the case. Connect the power cord to the power block.
Plug the cord into the matching port on the back of the EViD (if not already plugged in). Plug the power
cord into the wall outlet. Check the indicator on the screen to confirm that you are not on battery power.

4. Turn on the Edge printer by pressing the power button.
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e NowU

Remove the ExpressVote printer, power cord/power block and USB cord from the black laptop case.
Plug power cord in DC port on back of ExpressVote printer and then plug into wall outlet.

Plug USB cord into USB port on back of ExpressVote printer and then into USB port on EViD Edge tablet.
Press and hold the orange power button on the ExpressVote printer for 2 seconds to turn on.

Retrieve the EViD activator from the Black Pouch. Insert the activator into the available port on the right

side of the Edge tablet. If you see a message indicating “Waiting for Activator” for more than a moment
after inserting the activator, move the activator to the extra activator port.

10. Press the gray soft-touch button on the right side of the EViD Edge. It will take a moment for the EViD
Edge to power up. The green status light will appear if powered up correctly.

11. Verify that the polling location is correct and select “Yes”.

12. Verify that the date and time is correct and select "Yes”.

Election Date:3/31/2023
Confirm Location

3/24/2023 11:33 AM
Crestview Library

Verify that the polling location is correct

Office of Elizabeth Guggenheim
SunnySeaside County Elections

Polling Location Name
Crestview Library

Polling Location Address
1A07 Locatoin

Is this the correct polling location?

Dy

Election Date:3/31/2023
Confirm Location

3/22/2023 11:09 AM
SOE Office

Verify that the polling location is correct

Is the Date & Time Correct?

13. Use the on-screen keyboard to enter your initials. Leave the field for Code blank. Select “Submit”. Your
initials will be on each Voting Pass that you issue. If you are going to step away from the EViD Edge,
select the white human figure icon on the Home screen to remove your initials.

14. An Opening Report will automatically print. Tear off the Opening Report, sign it where indicated, and

place it in the front of the EViD Accordion Folder.

L&A-SunnySeaside

Election Date:5/31/2023
Election Worker Login

Initials

Clerk Station 6/2/2023 12:42 PM
SOE Office

County Elections

R T e e e P2 Y

Opening Report

Mode: Early Voting
Station Role: Clerk

VR Dema Election

May 31, 2023
Dowmtown Library
Precincts: All

Summary Statistics

Daily Total

Regular Check ins 0 0
Provisional Check-ins Q 0
Total 0 0

Opening Instructions:
Please verity that the date and time are
correct. Make cure that the MM and
the time 7one are correct.

Date and Time: 6/1/2023 08:09:06

15. Unplug the EViD activator from the USB port and return it to the Black Pouch.

AM
Time zone: Eastern Standard Time

Qperator ID: VRS

Please Sign Line Below:

EViD Version: 3.2.113.0
EViD ID: EE036-18900461
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C. Using the EViD Edge Tablet (Check-In and Undo Check-In)

The Edge tablet performs the same functions and has the same check-in screens as an EViD. The Edge tablet also
allows Managers to issue provisional ballots and complete name/address changes. Voter signatures are captured
on the Edge Tablet screen instead of a signature pad. For full check-in procedures, see Precinct Manual for Poll
Officials, Voting Process (Ch. 4).

Voter Signature on the EVID Edge
(F.S.98.461, 101.49, 101.5608)

The EViD Edge tablet has the same check-in procedures as an EViD with one exception. Voter signature on the
Edge tablet screen is slightly modified because there is not a signature pad.

When you have found the voter on the EViD, you will be prompted to verify the voter’s name on the screen.
When asked if the information matches, select “Yes”.

The next screen will appear upside down to the EViD operator. The tablet should be tilted toward the voter so
that they may verify their name, date of birth, and address. Say to the voter, “Please verify that all your
information shown is correct. If everything is correct, please press ‘Yes’”. If the voter selects “No” when asked
if their name, address, and date of birth are correct, see Address Change (p. 22).

Election Date:3/31/2023 Clerk Station 3/22/2023 4:57 PM Election Date:5/31/2023 Clerk Station 6/1/2023 9:42 AM
Verify Voter Information SOE Office Get Voter's Signature SOE Office

Active .
No Vote By Mail Activity LOEZ L 14 ‘umohuy

Alan And Smith i
N39O ‘Aued asnoH pajuneH €zZ1

Residence Address 91-€0-1861 uws euiiqe] syl
Address Protected £31992110D UOPBULIOJU| J9JOA

Date of Birth Ballot Style Voter ID DL#

10/3/1968 2 502746448 5502746448123

Precinct Party Registration Date
1A06 CHR 1/2/1997

Are the name and address for the voter correct?
usiibul| spenbue

.
2imeubis 19300
é Wrong Voter

i rone

Once the voter selects “Yes”, the next screen will appear. Say to the voter, “Please sign on the line using the
stylus or your finger and select “OK” when you are done.” If the voter hits the “Clear” button, they will have to
re-sign.

When the voter selects “OK” the EViD screen will change orientation so that the information is facing the EViD
operator. Tilt the tablet back toward the EViD operator.

Compare the voter’s signature on the EViD with the signature on the valid ID. If the signatures look reasonably
similar, select “Accept”.
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Get Voter's Signature

LOEZ 1 14 "umolhuy
ul

£3199110D UORBWIOJU| JIJOA

Clerk Station 6/1/2023 9:43 AM

Election Date:5/31/2023

SOE Office Verify Signature

%2 Get Voter Signature

B

Palsi| 8yl e apIsa.

% 13eu) pue spiseas) Captured Signature
N3O Aued 9SNOH pajuneH €z1L ‘Auuns o siiod P ig
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The rest of the procedure is the same as found in the Precinct Manual for Poll Officials, Voting Process (Ch. 4).

Undo Voter Check-In

For instructions on how to undo a voter check-in who was the “Last Voter Checked In”, see Precinct Manual for
Poll Officials, Undo Voter Check-In (Ch. 4).

If the voter was checked in prior to the last voter processed on the EViD:

e Select “Voter Info” on the Home screen.

Election Date:5/31/2023

Clerk Station 6/1/2023 9:17 AM
EViD Home

Scan D
-or=-

Voter Check-in Search

O,

Last Voter Checked In:

Simith, Terrl

@ No ID Provided

More Wait Time VRS

® & O

Messages Exit

E S
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e Search for the voter. Select “Undo Check-In".

Election Date:3/31/2023 Clerk Station 3/22/2023 4:30 PM
Voter Lookup SOE Office
JOHN Q SMITH, SR Aethee

No Vote By Mail Activity
Residence Address

123 TATE ST Anytown, FL 12301

Precinct Ballot Style Registration Date
1A06 2 2000-01-25

Mailing Address

Date of Birth Party Race Gender
10/3/19566 DEM Asian or Pacific Isl Female

Voter ID Status DL #

502746904 Active 5502746904123

B3, Undo Check-in BL Reprint Ticket

e Select an undo reason from the drop-down menu and select “OK”".

Election Date:3/31/2023 Clerk Station 3/24/2023 ¢
Select Unde Reason

JODI L TEST SMITH

Please select an undo reason and press OK.

Crestview Ljprg
Precinct: 1407 5

h&%
Terri Tabif

ha Sm
123 Haunteq otgzghL
Anytown, FL 12301 n

WbRngy

0 97 T%

Precinct Official

Operator 'D-'.VRS

EViD Version-
EViD 1p, gg 3.2.100,9

Left Withoul Vating

e The Undo Ticket will print. Place the Undo Ticket in the EViD
Accordion Folder.

e Document the Undo Ticket and the reason it was printed in the
Trouble Log.

A Manager should only undo a check-in that was not the previous voter in a case of mistaken identity
where the mistake was caught prior to any ballot being cast and the voter who was checked in is still
in the precinct. For any other reason, call the Manager Hotline.
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Changing the EVID Edge Printer Tape

Extra rolls of EViD printer paper are in the Blue Bag. To remove the printer roll, press the orange button on the
side of the case. The top pops up. Lift out the roll and put a new roll in with the paper feeding up and out from
the bottom. You can scratch the printer tape to be sure that it is on the correct side for printing. Snap the lid
back in place. If the red error light appears, that means the lid was not closed properly.

=

=3

D. Packing Up the Evid Edge Tablet

1.

N

Retrieve the EViD activator from the Black Pouch. Insert the activator into the available port on the right
side of the Edge.

To print a Closing Report, select “Exit” on the Home screen. The drop-down menu should be pre-filled to
print 1 report. Select “Exit Program” to print the report. Place the Closing Report in the front of the EViD
Accordion Folder.

Unplug the EViD activator from the USB port and return it to the Black Pouch.

On the ExpressVote printer, press and hold the orange power button for two seconds. Unplug the
ExpressVote printer from the Edge tablet.

Unplug the power box from the outlet and wrap the cord around the brick and insert back into the black
laptop case.

Unplug the Edge tablet from the wall and return the power block and power cord to the case.

Place Styrofoam back inside the Edge encasing the monitor (if any).

Place lid on the box. If packed properly, the case should easily close.

Reprint Closing Report

If the Closing Report tape does not print while closing down the EViD (usually because the printer runs out of
paper), the results can be reprinted.

Leave the EViD Edge printer on.

Make sure there is paper in the printer.

Restart the EViD Edge by pressing the grey power button on the right edge of the EViD.
Enter your initials when prompted to do so.

When the Home screen appears, select “Exit” on the top-right of the screen. The Closing Report should
print automatically.

55

111



Appendix A

E. Messages on the EViID Edge

ESC-0353-24

When you have a new message from Supervisor of Elections staff, you will see a red star to indicate a message is

waiting. Select “Messages” to see the new message.

EViD Home

Scan ID
—or-

Last Voter Checked In:

@ No ID Provided

More VRS

® ©

Voter Check-in Search

Election Date:5/31/2023 Inspector Station 6/1/2023 2:50 PM
2, SOE Office

When you have finished reading the message, select “Back” to return to the Home screen.

Election Date:3/31/2023
Messages

3/22/2023 4:03:09 PM | Please call the Elections Office

&=

Clerk Station 3/22/2023 4:06 PM

SOE Office

F. ID Scan on the EViD Edge

After reviewing a valid photo ID, you can look up a voter on
the EViD Edge. If a voter provides a valid Florida Driver
License or Florida ID card, it may be scanned by the EViD
Edge scanner attached to the right-side of the EViD Edge
tablet. Set the ID on the scanner with the barcode facing up,
then press the yellow button on the side of the EViD to use
the scanner. The voter’s registration information will appear
on the screen.
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Chapter 7 -Troubleshooting

A. DS300 Malfunction

The tabulator should remain locked during voting hours except in the event of a malfunction. If the problems
with the tabulator cannot be solved using the information below, contact the Technology Hotline immediately.

Appendix A

Device Not Ready for Voting/Election Definition Not Found
If you see a status on the tabulator indicating “Voting Device Not Ready” or “Election Definition not found”, the
memory stick may not be plugged in securely.

Public Count: 0
Protected Count: 39

® Election definition not found!

V Plugged into electricity!

0 This voting device is not ready to be opened for voting.

Show Me How

20
v
o
=
=
@O
o
@

Hint

The election definition must be inserted in the voling machine before you can
o open poll for veting. Press the "CLOSE POLLS" switch fo calibrate the display.

swoajisAs uonoe|q

=
m
=
=z
=
=
o
m
o
N
N
o -]
N

Don't Open -
Turn Off Q

ESC-0353-24

Use the flat black key to open the front access compartment. Remove memory stick, reinsert and press down to

securely seat it into the port.

Power Status

On the top right corner of the
display, if a battery icon is showing
instead of an AC power plug icon,
then the tabulator may not be
plugged into the AC power cord. It’s
also possible that the power surge
cube or wall outlet may be
defective. Make sure all power cords
are plugged in securely and that the
power surge cube orange light is on.
There may be as much as three
hours of battery backup available,
but battery backup should never be
relied on as a primary power source.

CHANNAHON PCT 001

O0GILWILL
Will
11/30/2021

Public Count: 0
Protected Count: 0

AC Power Status Indicator

8 B9 11 AM

lcon

Description

AC Power plugged in - Icon is white.

No AC Power - lcon is red.

Battery Power Status Indicator

Description

o
0 I§5
]

Full battery charge - The battery is full and does not need charging.

75 percent charge - It should take about 2 to 3 hours to fully charge the
battery.

g

50 percent charge - It should take about 3 to 4 hours to fully charge the
battery.

25 percent charge - It should take about 5 to 7 hours to fully charge the
battery.

No charge - It should take 5 to 7 hours to fully charge the battery.
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Appendix A

Responding to a Jam

A ballot jam can generate several different on-screen messages, depending on where the ballot jammed. In
some instances, a jammed ballot has been counted but failed to fall into the ballot box. In other instances, a
jammed ballot is not counted and is either returned to the voter or is stuck in the ballot transport. Before acting,
carefully read the message on the screen to determine if the ballot has been counted. Direct the voter to view
the message on the screen.

Most ballot jams are caused by an obstruction between where the ballot exits the back of the DS300 and enters
the ballot box.

e If using the DS300 ballot box, look into the window on the back of the ballot chute to confirm nothing is
obstructing the ballot path.

e The power cord on the DS300 may be interfering with the paper path. Unlock the front flap securing the
DS300 on the ballot box. Slide the DS300 forward and make sure the power cord does not block the
paper path when the DS300 is being slid back into place.

o If the ballot box is full, see Ballot Bin is Full (p. 61).

e Keep an eye on the Public Count at the top of the screen as a ballot is fed into the tabulator to verify that
the Public Count has incremented +1.

Ballot Counted

If the ballot is hung up at the back of the DS300 and the message on screen indicates the ballot has been
counted, unlock the front flap securing the DS300 on the ballot box. Slide the DS300 forward and if the ballot is
visible, push it into the ballot box. If the ballot does not fall all the way into the ballot box, open the main ballot
compartment door to see if the ballot box is full. If the ballot box is full, see Ballot Bin is Full (p. 61).

FT English (EVS 6.3.1.0)
Electionware County A
11/30/2019

Language

POLL ONE Public Count: 3 . ;
Protected Count: 42 a b “ 9:23 AM

Your ballot has been counted but it didn't drop into
the ballot box.

| Ballot Jam. Please check the paper path.

I Please contact a poll worker

Poll Worker
Instructions e

Error Code: 3013004
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Ballot Not Counted

If the message on the screen indicates a ballot is jammed but not counted, the DS300 will attempt to return the
ballot to the voter. If the voter reinserts the ballot and the problem persists, inspect the ballot for wrinkles, tears
or other damage. If the ballot is damaged, see Spoiling a Ballot (p. 25) for instructions to spoil the ballot and
issue new ballot.

0GILWILL
Will A
11/30/2021 Lttt
i B B ¥ s
Ballot Jam.
Your ballot has NOT been counted.
Ballot Jam.

Please check the paper path.

Please contact a poll worker.

Poll Worker e
Instructions

Error Code: 3013007

Ballot Not Counted Unable to Return

If the message on the screen indicates a ballot is jammed but not counted, and the DS300 is unable to return the
ballot to the voter, unlock the front flap securing the DS300 on the ballot box. Slide the DS300 forward and
gently pull the ballot from the back of the DS300. Be careful not to allow the ballot to drop into the ballot box as
it would be difficult to identify the ballot. If the ballot does drop in, call the Manager Hotline to report it in front
of the voter and advise the voter that the ballots will be reconciled through the tabulator. Inspect the ballot for
damage and return to voter for rescanning. If the problem persists, see Spoiling a Ballot (p. 25) for instructions
to spoil the ballot and issue new ballot.

Emergency Compartment

If the tabulator malfunctions, the emergency compartment can be unlocked and used. Using the flat black key,
unlock the emergency compartment and fold down the metal flap to allow the compartment to receive ballots.
Call the Manager Hotline immediately to report the situation. Follow the procedures for using the emergency
compartment. See Precinct Manual for Poll Officials (Ch. 9). When the tabulator resumes proper functions, open
the emergency compartment with the flat black key and fold the metal flap up to close the compartment.
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Printing Errors
The DS300 printer uses thermal paper and heat transfer to print information.
Pink Line on Paper Tape F 3
A pink-tinted line will appear on the paper tape when the i r‘
roll is about to run out of tape. The tape roll should be
replaced before it runs out.

To replace the tape roll, push in the blue tab in the access
compartment to release the tape compartment. Lift out
the roll and put a new roll in with the tape feeding under
the roll and to the right (if facing the tabulator). Snap the
lid back in place. If the tape doesn’t print properly, you ——
may have put the tape in backward. To test, pull the tape il

up and over to the left. If you can scratch the tape and see ;
a mark, you have done it properly.
Printer Functioning Without Visible Print

If the printer isn’t printing on the tape, it is because the paper roll is inserted incorrectly. Use the flat black key to
open the access compartment. Press the blue latch to open the tape compartment. Reinsert the tape roll. Make
sure that a half-inch of tape is sticking out of the printer compartment.

If the tape runs out while printing other reports, after you change the tape roll, the DS300 will begin printing the
new report with a reprint of the last 18 lines printed before the tape ran out. To match up the two sections of
the report, find the last entry on the old roll and use the timestamps to find the repeated entries on the new roll.

Error Transmitting Results
If the results are not successfully sent, a message will be displayed. You can attempt to transmit results again. If
that attempt is not successful, call the Technology Hotline.

FT English (EVS 6.3.1.0)
Electionware County
11/30/2019

Public Count: 2
Protected Count: 41

ﬂliiw Current Signal Strength

0 Failed, results not sent.

5123019: SFTP Error: Failure During Upload

Transmission failed. Retry sending on another device or
manually transfer files.
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Ballot Bin is Full
If the ballot bin becomes full on Election Day, the ballots will need to be transferred using the following procedure:

Direct voters to cast their ballots into another tabulator, if available.

The Manger will say, “We are temporarily pausing the casting of ballots to empty the full ballot bin and
secure voted ballots.”

The Manager and another poll worker will unlock the ballot bin using the flat silver key. They will remove
the voted ballots and place them in a Red Bag. Close the ballot bin.

The Manager will say, “We are resuming the casting of ballots.”

The Manager will retrieve a seal from the Extra Seals Envelope and seal the Red Bag.

The Manager will retrieve the Chain of Custody log from the Administrative Folder and note the seal
number in Section 3 under “RVB1 Seal #”. Return the Chain of Custody Log to the Form Folder until
needed for closing procedures.

The Manager will store the sealed Reg Bag at the Help Desk.

Tabulator Replaced

If a replacement tabulator is used, be sure to update Section 2 of the Chain of Custody Log with the serial
numbers and tracking number and the Manager and Assistant Manager should sign where indicated on the

form.

B. EViD Malfunction

Voting Pass Does Not Print Correctly

If a Voting Pass does not print out correctly (usually because the printer paper roll was not replaced), another

Voting Pass can be printed for the voter.

If the voter is the last person checked in:

e Select the “Last Voter Checked In” button at the bottom of the Home screen on the EViD.

Election Date:5/31/2023
EViD Home (Training) &=

Smith, Terrl

More

&

Scan D

Clerk Station 6/1/2023 9:17 AM
Seminole Testing

Voter Check-in Search

O,

Last Voter Checked In:

@ No ID Provided

Wait Time VRS

£ O

Voter Info

Messages Exit

Ell
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From the Voter Lookup screen, select “Reprint Ticket” to reprint the Voting Pass.

Election Date:3/31/2023
Voter Lookup

JOHN Q SMITH, SR

Residence Address
123 TATE ST Anytown, FL 12301

Precinct Ballot Style Registration Date
1A06 2 2000-01-25

Mailing Address

Date of Birth Party Race
10/3/1956 DEM Asian or
Voter 1D Status

502746904 Active

| Repr

% Undo Check-in Reissue Ballot

Clerk Station 3/22/2023 4:30 PM
SOE Office

Active
No Vote By Mail Activity

Py
Ly T TS

Lk T T 1

Pacific Isl

©MOo Election

Ballot Style: G2
Precinct: 1A07.2

—

mith, i Tabitha
Birthdate: 3/16/1981 I

nt Ticket

e The Voting Pass will display “REPRINT” across the top.
e Document that Voting Pass was reprinted and the reason

the Trouble Log.

If the voter is not the last person checked in:

llrzw;tHaunted House L
. ow,
Why o n, FL 12301

Please Sign Bejoy,
a Smith

ion

Site: Crestview | ’
5142023 09:27:25 ppy

EE=12345,
45678

—

]

Select “Voter Info” on the Home screen. Search for voter.

°
Election Date:5/31/2023 Clerk Station 6/1/2023 9:17 AM
EViD Home
Scan D
-0r=
Voter Check-in Search
Last Voter Checked In:
Smith, Tarrl @ Mo ID Provided
More Wait Time VRS Messages Exit
®@ & O E
L]
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o Select “Reprint Ticket” to reprint the Voting Pass.

Election Date;3/31/2023 Clerk Station 3/22/2023 4:30 PM
SOE Office

Voter Lookup
Active

JOHN Q SMITH, SR No Vote By Mail Activity
Residence Address

123 TATE ST Anytown, FL 12301

Precinct Ballot Style Registration Date

1A06 2 2000-01-25

Mailing Address

Date of Birth Party Race Gender Bk,
10/3/1956 DEM Asian or Pacific Isl Female ** pep, *hk ko
RINT *%x
Voter ID Status DL# HREERK R Ak k. s
502746904 Active 550274690 VOﬁng P.
ass
Demgo Election
= Ballot .
&=, undo Check-in Bl Reissue Ballot BY Reprint Ticket Style: G2
j 2 Precinct: 1A07.2

Reg #: 502746164

\

Smith, Terri Tabitha
Birthdate: 3/16/1981

e The Voting Pass will display “REPRINT” across the top.
Document that Voting Pass was reprinted and the reason why in

the Trouble Log.

123 Haunteq House L

°
Anytown, FL 12307

P!egse Sign Below:
Terri Tabitha Smith

ElG‘Ction\No\

. rker: VRs
Site: Crestyj

2 lew Lj
5/4/2023 09:27:25 :’Cla v

EE-12345674
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C. ExpressVote

Timed-Out Session

After five minutes of inactivity, such as a voter walking
away from the ExpressVote machine or failing to interact
with the screen, the unit will read, “Continue Voting?”. If
the voter selects “Yes, keep voting”, they will be returned
to the previous screen. If they select “No, quit voting”,
their ballot card will be ejected.

If the voter fails to interact with the above screen for 30
seconds, an audible alert will sound and the following
screen will appear. To cancel a vote session on a terminal
that has timed out, you will need to call the Manager
Hotline to request the ExpressVote security code. Then,
complete the following steps.

1. Onthe timeout alert screen, touch “End Voting”.
The system displays the Enter Election Code
screen.

2. On the Enter Election Code screen, touch the on-
screen keypad to enter the election security
code, then touch “Accept”. The system displays
the Vote Session Ended screen.

3. Touch “Continue”. The system displays the Vote
Session Canceled reason screen.

4. On the reason screen, touch to select the check
box corresponding to the reason for this
cancellation (Wrong Ballot, Voter Request, Voter
Abandoned Ballot, Problem with Voting Machine,
Other).

5. Touch “Continue”. The system ejects the card and
displays a Vote Session Canceled screen
instructing the poll worker to remove the ejected
card.

ESC-0353-24

Continue Voting?

There has been no activity for 5 minu
Do you need more time to finish voting?

Yes, keep voting No, quit voting

Vote Session Timed Out

There has been no activity for five minutes.

© To continue, touch End Voting.

B

6. Remove the ejected card. The system redisplays the Welcome screen and is ready for the next vote

session.

7. If the voter is unknown, place the unscanned ballot card in the Gray Bag. If the voter is known, instruct

the voter to insert the ballot and begin the process of marking the ballot again.
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Chapter 8 - Closing Procedures
(Section 104.29, 100.011, 101.049, 102.031, Fla. Stat.)

You may assign closing duties to specific poll workers so that the closing procedures may be carried out quickly
and accurately. Use your best judgement. The election team must complete steps including, but not limited to,
securing equipment and ballots.

The public and the media are allowed to enter the polling room and watch the procedures after the polls close
and after all voters have cast their ballots, but photography is not allowed. No more than 3 poll watchers are
allowed near the election officials reconciling ballots at the same time.

A. Announce the Closing of the Polls

At the scheduled closing hour at 7:00 p.m. sharp on Election Day, the Manager shall make a public
proclamation: “The polls are officially closed! Anyone in line at the time of this announcement will
be allowed to vote.”

B. Voters in Line at Close of Polls

All eligible voters standing in line at the polling place by 7:00 p.m. on Election Day shall be allowed to vote. The
Deputy shall stand behind the last person in line to clearly mark the end of the line and establish a cut-off point.

C. Closing Polls and Transmitting Results

Using the Visual Aid Packing Chart as a reference, retrieve the flat black key, the flat silver key, round barrel key,
Chain of Custody Log, DS300 Tape Envelope, Gray Bag, Red Bag(s), Unofficial Election Results sheet, and the
Black Pouch and provide them to two Inspector Techs to close polls and pack up the tabulator. See Precinct
Manual for Poll Officials, Closing Procedures: Tabulator (Ch. 7). Observe the closing procedures.

Check your Blue Polling Place Sheet to see if your precinct is also a Drop Zone.

If your precinct is NOT also a Drop Zone: After Closing Procedures are complete
and the tabulator(s) have been repacked, retrieve three white seals from the Extra
Seals Envelope in the Purple Bag for each tabulator at your polling site. On the
front of the DS300 use one to seal the tabulator, one to seal the emergency
compartment, and one to seal the ballot bin.

If your precinct is also a Drop Zone: Record the seal numbers on the Chain of
Custody Log, but do not seal the tabulator. Instead, give the seals to your assigned
Rover and remind them where and how the seals should be placed. Because your
precinct is a drop zone, your tabulator could be used to transmit results from
another precinct in an emergency. By completing the Chain of Custody Log and
transferring the seals to your Rover, you have fulfilled your responsibilities in
packing up the tabulator.

65

121



Appendix A

D.Ballot Reconciliation
(Section 104.29 Fla. Stat.)

Ballot accounting must be conducted on Election Day after the polls close. Do not let any unauthorized person

touch or otherwise interfere with ballots, ballot containers or the process for counting ballots. Do not rush
through any process or be pressured for results. Accuracy is extremely important.

BALLOT REPORT FORM
Duval County, Florida

PRACTICE
BALLOT REPORT
FORM

PRECINCT: 101 ELECTION DATE:
PRE-ELECTION BALLOT ALLOCATION
Ballot Style | # of Pads Balif;: PEC | 4 of Ballots | Ballot Style | # of Pads Bau;:;:] Per # of Ballots
001 41 25 1025 ol LH 25 {625
25 25
25 25
25 25
25 25
25 25
25 25
25 25
25 25
Total Pads Packed: I 41 ‘ Total Ballots Packed: (1) ‘ 1025
POST-ELECTION BALLOT RECONCILIATION
Number of full pads remaining: | S pads | x25 = (25 (A)
Number of unused ballots on partial pads: 46 B)
Number of ballots in spoiled ballots envelope: 7 ©)
Number of unscanned ballots in Gray Bag: 0 (D)
Number of Provisional Ballots: =3 (E)
Number of Provisional Ballots — Extended Polling Hours: 0 (F)
Total Uncounted Paper Ballots: Add lines (A) thru (F) ! 7 & (03]
Number of packed paper ballots from line (1) above: (025 3
Number of uncounted paper ballots from line (2) above: | gl g [€))
TOTAL COUNTED PAPER BALLOTS: Subtract line (4) from line (3) @ '-{"/' (O]
TOTAL COUNTED EXPRESS VOTE BALLOTS (shown on DS300 Tape): So- ©)
TABULATOR WINDOW COUNT: Add lines (5) and (6 q Ol (W)
D Ballots did not Reconcile (Must provide explanation):
Vi
)
Precinct Manager’s / Assistant’s Signature:
Jo’ 1A~ 6-' e

Board Member’s Signature:

66
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Completing the Ballot Report Form
Retrieve the Practice Ballot Report Form and the Final Ballot Report Form from the Teal Bag.

Work with a poll worker to complete the bottom portion of the Practice Ballot Report Form using the
instructions below:

Count unused ballot pads. Multiply count by 25, enter amount on line (A)
Count ballots attached to partially used pads and enter total on line (B).

Count ballots in Spoiled Ballot Envelope and enter total on line (C).

Count unscanned ballots in the Gray Bag, enter total on line (D).

Count provisional ballots in the Orange Bag, enter total on line (E).

Count provisional ballots during Extended Polling Hours (if applicable), enter total on line (F).
Add lines (A) through (F) and enter total on line (2).

Enter amount from line (1) on line (3).

. Enter amount from line (2) on line (4).

10. Subtract line (4) from line (3) and enter amount on line (5).

11. Enter total counted ExpressVote ballot cards (shown on DS300 Tape) on line (6).
12. Add lines (5) and (6) and enter amount on line (7).

©oNDU A WN R

If your ballots do not reconcile, check the box at the bottom of the form and provide an explanation (e.g., “A
voter left with their ballot and it was noted on the Trouble Log”) and then call the Manager Hotline to report it.
Supervisor of Elections staff may call you the morning after the election for clarification, if needed.

Once you are satisfied with your report, copy it onto the Final Ballot Report Form. The Manager or Assistant
Manager and the poll worker assisting with ballot reconciliation must sign the Final Ballot Report Form. Return
BOTH forms to the Teal Bag.

E. Chain of Custody Log
Retrieve the Chain of Custody Log from the Form Folder. Complete the Chain of Custody Log by filling out
Sections 2, 3 and 4.

Section 2 — If there were any problems or changes to your tabulator during the election, you must record them
here. Be sure to record the new serial number and tracking numbers if you receive a replacement tabulator. You
will also need to transcribe this new information in Section 3.

Section 3 — Record the serial and tracking numbers for the tabulator(s) at your polling site. Record the three
white seal numbers used to seal the tabulator (which will be different from opening). Record the seal numbers

for the Red Voted Ballot Bags(s) used for marked ballots. Sign log with the Assistant Manager.

Section 4 — Record the date and time of departure from the polling site to the Drop Zone. Sign the log with the
poll worker who accompanies you to the Drop Zone, if any.

There should be two signatures in Section 1, two signatures in Section 3 and one signature in Section 4 (unless
the Assistant Manager or another poll workers accompanies you to the Drop Zone). Signatures in Section 2
would only apply if you had a substitute tabulator provided.

Place the completed Chain of Custody Log in the Completed Documents Envelope in the Purple Bag.
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SECTION 2 - PROBLEMS AND CHANGES
Record here any problems with the machines. Use the reverside if necessary.

ESC-0353-24

Replacement DS300 Serial # Tracking # Place Memory Stick Label Here
Replacement DS300 Serial # Tracking # Place Memory Stick Label Here
Precinct Manager's Signature Assistant Manager's Signature
SECTION 3 - AFTER CLOSING THE POLLS
DS300 5Soll1320 210 Seal Seal Seal
Serial # DS300
a4s g 3 147
Tracking # DSo77 Seal # L3 L te|Lz2
DS300 Seal Seal Seal
Serial # DS300
Tracking # Seal #
Return Voted Ballots Only in Red Voted Ballot Bags
RVB 1 RVB 2 RVB 3
SEAL # SEAL# SEAL#

Bl eq b e By B L& wdq

| hereby certify that the numbers recorded above are affixed to the DS300 and Red Voted Ballot Bags (RVB's) after the close of the polls.

ﬂ;)«v" o C/@N \W\M&

Precinct Manager's Signature Assistant Manager's Signature

SECTION 4 - TRANSPORT TO THE DROP ZONE
The following persons are responsible for transporting the BALLOTS and RED VOTED BALLOT BAGS to the DROP ZONE for this

precinct ﬂ[)@_‘—* O j @/1/14\- 6‘1 .&-—{_/"“'--_.

Precinct Managers Signature Board Member

Date and time of departure from polling site g /l {"{ &% at % T .?) g

F. Technology

Ensure Inspector Techs turn off and pack up the MiFi hotspot, electronic poll book(s), ballot-marking device(s).

See Precinct Manual for Poll Officials, Voting Systems Operation (Ch. 7).
MiFi Hotspot
Provide the Inspector Techs with the Black Pouch.

Ballot-Marking Device
Provide the Inspector Techs with the round barrel key.

Electronic Poll Book

Provide Inspector Techs with EViD Activator. You will also need to pack up the EViD Edge Tablet and the
ExpressVote printer at the Help Desk. See Packing Up the EViD Edge Tablet (p. 55).
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G. Packing the Bags

Pack all bags by referring to the supply list and Visual Aid Packing Chart in the Administrative Folder. See Visual Aid
Packing Chart (p. 14).

Pay close attention to the DS300 Memory Stick which goes out in DS300 but returns in Black Pouch. Also, the
Administrative Folder goes out in Yellow Bag but returns in Purple Bag.

Any written document that is not returned in the Yellow Bag (see packing chart) should be placed in the
Completed Documents Envelope and returned in the Purple Bag.

H. Clean Up
The Manager is responsible for the condition of the polling site. All poll workers are responsible for cleaning up
inside the polling room.
e Collect ID badges from all poll workers and return them to the Lanyard Packet in the Yellow Bag.
e [f anything belonging to the Elections Office is found to be damaged, use the blue painters tape to mark
it and write on the tape the nature of the damage (i.e. “short in cable”).
e Break down all voting booths and tables. Stack voting booths on pallet top side up.
e All precinct equipment, signs and supplies must be put away prior to leaving.
e All cones, the A-frame precinct sign, the call bell, and all directional signs should be brought back into
the polling room and placed next to voting booths pallet.
e All equipment delivered by moving company should be positioned back into the same location and
arranged in the same manner as it was found in the morning.
e The polling place should look as clean as it did upon your arrival.

As a Manager, you are responsible for the condition of your polling site! If the polling site is not left in
the way that it was found, a cleaning service will be hired. The cost of the cleaning will be deducted
from your pay.

I. Preparing for Drop Zone Delivery

With another poll worker, get ready for delivery of all bags to the PRECINCT MANAGER'S DROP ZONE CHECK LIST

i iti TRUCK SEAL # DROP ZONE # RETURN IN YELLOWBAG
Officer waiting at your Drop Zone. YELLOW BAG SEAL# GREENBAG SEAL# e

e Retrieve the Precinct Manager’s Drop Zone Checklist found PRECINCT MANAGER, R CINCT: 1411

in the Yellow Bag and a seal from the Extra Seals Envelope in ELECTION DATE: TIME:

Check each item:

the Purple Bag. [RETURN INSIDE ESSENTIAL ITEMS BAG (YELLOW BAG) |
. . . o BALLOT REPORT FORM BAG WiBALLOT REPORT FORM
e Record the seal number. Print your name where indicated. O [BLACK PoUCH CoNTAIRS THE FoLLOWNG ]

Verify and mark the checklist. Sign the bottom of the 8

checklist where indicated. Put the checklist inside the Yellow O

(O [DS30UTAPE ENVELOPE]
Bag. O [V TERET AGGORDIGN FoLDER
e Lock facility and place the premise key in the Premise Key (O [EXTENDER HOURS PROVSIOWAL BALLDT G R |
. . . O INJURY INCIDENT OR ILLNESS REPORT FORM ENVELOPE
Envelope in the Yellow Bag (if applicable). C[IANYARDS]
@ WD)
e Seal the yellow bag. (O [FAYROLLENVELGPE ]
OO [PRECICT HANAGER DRGF ZONE GHEEK ST |
C N erecnerreosramemmma]  COPURPLE BAG (ADMNISTRATIVE BAG)
(O[PREWSE REV(FAPPLIGABLE]  (—RED YOTED BAGS (NO. OF BAGS)
8 COMIENGHRE HDLESSTBOSETS G
O isommemormcemn]  (BLUE BAG (SUPPLY BAG)

Precinct Manger's Signature Palice Officer's Printed Name and Signature
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J. Dismissal

Thank your election team and dismiss them. Say, “On behalf of the Supervisor of Elections | want to thank you
for your service today. You are now dismissed!” Poll workers should not leave the polling place until dismissed
by the Manager. Leaving prior to dismissal will result in employee termination.

K. At the Drop Zone

Your final responsibility is to deliver all bags to the designated Drop il S
issued to you by the
Zone immediately after dismissal. O e A E T i
e Pull up to the Drop Zone. Exit your vehicle and assist the ey T4
officer in retrieving all bags from your vehicle.

gl
3 |9
2l |3
3| |18
= |2
2 13
Es
2l B
m| |
gﬁ
£l [E
E
g 2
3| (2
H
H
S
3
B
H

e The officer will complete the Officer’s Drop Zone Checklist.
e The officer will ask you, or the poll worker responsible for
drop zone delivery, to print your name where indicated on

[EVID ACTIVATOR

5300 Wi

000
ol
el o

=
. .
the top of the checklist and sign at the bottom. g
e Once the officer signs the Officer Drop Zone Checklist, the = =
officer will provide you with a yellow carbon copy for your g
records. o
€  [FRECICT WANAGER'S DROP ZONE CRECKLiST
o =)
< -]
i, [BLUE BAG WIRED HANDLES
= ey

Precinct Manager's Signature Police Officer’s Printed Name and Signature

A Manager’s failure to clean up the polling site, complete the Ballot Report Form, deliver bags to the
Drop Zone or fulfill any other responsibility may result in termination.
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Chapter 9 - Contingency
(Section 102.014(5)(k), 102.031, 102.101, 101.733 Fla. Stat.)

A. Power Outage in the Polling Room
If there is a power outage at the polling place, notify the Supervisor of Elections Precinct Hotline immediately.
Provide voters with flashlights if needed. Determine if an evacuation is needed.

If an evacuation is not needed, you may continue to process voters for up to two hours using the battery backup
on the EViD Edge, the ExpressVote, and the DS300.

If the polling site must be evacuated, say, “The polling room must be temporarily evacuated due to the power
outage. When the power comes back on, we will resume voting. You may wait outside.” If it is safe to remain in
the polling room during the power outage, use the paper register to check in voters once the battery backup has
been depleted.

B. Using the Paper Register

If there is a power outage, you will not be able to use the EViD to check in voters. Call the Manager Hotline to
request permission to use the paper register. Open the sealed White Bag and instruct the Inspector Techs to set
up a combined Check-in Station/Ballot Station. For instructions, see Precinct Manual for Poll Officials, Paper
Register Procedures (Ch. 9).

Remain at the Help Desk to assist voters as needed. After the polls close, it is critical that the paper register is
returned to the White Bag and then placed in the Yellow Bag.

Voter Not Found

If a voter cannot be found on the paper register you must call the Manager Hotline and provide them with the
voter’s name, date of birth and current address to determine if the voter is a registered voter, if they are at the
correct precinct, or of any other special situations apply to them.

Name/Address Change

Instruct the voter to complete Section 1 of the Multipurpose Form (voter registration application) to update their
information. Once complete, call the Manager Hotline to make the updates to the voter’s registration. If the voter
is at the correct precinct, issue the ballot.

Wrong Precinct

If the voter is at the wrong precinct, retrieve a notepad from the Blue Pouch. Write down the information
provided to you including the correct precinct number and address for the polling location. Give this information
to the voter and say: “You are not in your assigned polling place. This ticket shows the name and address of
your correct polling location.” If the voter has any further questions, advise them to call (904)255-VOTE or visit
duvalelections.gov to learn more.

No ID Provided
If a voter does not present a valid photo and signature ID, then the voter must vote a provisional ballot. The

provisional ballots will not be entered on the EViD, but all other procedures remain the same. See Provisional
Ballots (p. 38).
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Absentee Requested

If “Absentee Requested” is indicated on the register and the voter is returning the vote-by-mail ballot, the
Inspector Tech should have marked the returned vote-by-mail ballot “Canceled” on the certificate side of the
ballot envelope and then checked in the voter. Place the surrendered vote-by-mail ballot in the Surrendered
VBM Ballot Envelope.

If the voter does not have the vote-by-mail ballot with them to return, then the voter must vote a provisional
ballot. The provisional ballots will not be entered on the EViD, but all other procedures remain the same. See
Provisional Ballots (p. 25).

Voter Has Already Voted

If “Voted Absentee”, “Voted Early”, “Voted Provisional”, “Pending: Must Vote Provisional”, “Challenged: Must
Vote Provisional”, or “Potentially Ineligible” is printed in the signature column, then the voter may only vote a
provisional ballot. The provisional ballots will not be entered on the EViD, but all other procedures remain the
same. See Provisional Ballots (p. 25).

Voter Signature Doesn’'t Match

If the voter’s signature does not match the ID provided by the voter, instruct the voter to complete Section 4 of
the Multipurpose Form (Signature Affidavit) and issue the ballot. If the voter refuses to sign the signature affidavit,
then the voter may only vote a provisional ballot. The provisional ballots will not be entered on the EViD, but all
other procedures remain the same. See Provisional Ballots (p. 25).

Voter Requests Assistance
The ExpressVote has as much as two hours of battery backup available in case of a power outage. If there is no
battery remaining, see alternative procedures in Voter Needs Assistance (p. 27).

No Battery Left in DS300

If there is no battery power remaining in the DS300, you may unlock and allow voters to cast their ballots into
the Emergency Compartment. See Emergency Compartment (p. 59). Contact the Manager Hotline immediately
to get a replacement tabulator.

A provisional ballot may be offered if a voter does not want to wait for call center verification in special
voting situations (address change, name change, etc.). It is possible that in a county-wide blackout all

voting would need to be by provisional ballot.

C. Extended Polling Hours
(Sections 101.049, 101.048, 101.733 Fla. Stat.)

In the rare event of a court or other order extending the statutory polling hours, every voter that votes after
regular hours must vote a Provisional Ballot per Florida Statute. For procedures see, Precinct Manual for Poll
Officials, Extended Polling Hours (Ch. 9). Don’t begin Extended Polling Hours procedures unless explicitly directed
to by the Supervisor of Elections. The Green Bag contains all the necessary supplies to begin Extended Polling
Hours.

The Deputy shall stand behind the last person who is in the line waiting to vote at the closing hour. Any person
voting after the last person who was in line during the scheduled closing hour of 7:00 p.m. on Election Day must
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vote a provisional ballot. These provisional ballots must be kept separate from all other provisional ballots cast
during the regular voting hours.

Distributing Supplies for Extended Polling Hours

Move most of the Provisional Ballot Envelopes from the Help Desk to the Check-In Station. Move most of the
Pink Secrecy Sleeves from the Help Desk to the Ballot Station. Remove the White Secrecy Sleeves from the
Ballot Station and return them to the Blue Bag. Provide clipboards and pens to the Inspector Techs. Retrieve a
Green Bag and position it near the tabulator and assign an Inspector Tech to stand beside the bag at all times.
Voters will cast their Provisional Ballot into this bag. This bag should never be unattended!

Converting all EViDs to the Extended Hours Setting

You will need to change the settings on all EViD units to Extended Hours. You do not need to close or restart the
EViDs before changing this setting. On the EViD Home screen, select “More”. Then select “Tech Utilities” and
enter the password provided by the SOE office. Select “Extended Hours”. When notified that Extended Hours
mode is enabled, select “OK”. Select “Back” to return to the Home screen.

Election Date:4/30/2023 Election 673 ¥3,2.96.0 Clerk Station 4/26/2023 2:27 PM Election Date:3/31/2023 Election 663 ¥3.2.82.0 Clerk Station 3/22/2023 11:49 AM
Tech Utilities Downtown Library Tech Utilities SOE Office

Set Date and Set Polling Set Date and Set Polling
Time Location Time Location
Alert...
Force EVID i Extended Hours made enabled
Connection =
Settings
e—
Patent Number US7497377B2 Patent Number US7497377B2
@ Back @ Back

Change
Connection
Settings

Show Windows:
Desktop

Change '
Reset Default A p
Printer

You should now see “Extended Hours” at the bottom of the screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 12:39 PM
EViD Home Crestview Library

Voter Check-in Search

©\

Last Voter Checked In:

@ No ID Provided | Voter Info
More Wait Time VRS Messages Exit
O R
<° L=

EE036-18900 61 Extended Hours (King) To jay's Voting Passes: 0 100%
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Repeat this process on all EViD units at your polling location. You can now begin checking in voters during
Extended Polling Hours.

Ballot Reconciliation
Follow procedures for Ballot Reconciliation (p. 66). Make sure to hand count the Extended Hours Provisional Ballots
in the Green Bag and put on Line (F) on the Ballot Report Form.

Packing the Bags
The leftover Extended Polling Hours supplies will be returned in the Purple Bag .

Preparing for Drop Zone Delivery

The Green Bag containing the voted Extended Hours Provisional Ballots is to be treated the same as the Red
Bag(s) in preparing for Drop Zone delivery. Retrieve a white seal from the Extra Seals Envelope. Seal the Green
Bag containing the Voted Provisional Ballot Envelopes. On the Drop Zone Checklist, add the seal number for the
Green Bag.

See Preparing for Drop Zone Delivery (p. 69).

regular voting hours. Do not put regular voted ballots and Extended Hours Provisional Ballots in the

All Extended Hours Provisional Ballots must be kept separate from other provisional ballots cast during
A same bag under any circumstances.

As an election official you perform an invaluable civic duty by
ensuring that all voters have a positive voting experience. Thank you
for your professionalism, dedication, time, and service!

Jerry Holland, Duval County Supervisor of Elections
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Glossary

A-Frame Sign — A large, white, plastic sign used to alert voters to the roadway entrance to a voting precinct.

Americans with Disabilities Act (ADA) — A federal law that sets standards for ensuring that Americans with
disabilities have equal access to public services and facilities.

Assisted Voter — A voter who requests assistance in marking their ballot due to a disability or illiteracy. Assisted
voters may have a person of their own choice assist them or have two poll workers assist them.

Audio-Tactile Interface - An assistive device or hand-held keypad that enables voters with visual, cognitive, or
mobility impairments to mark a ballot.

Emergency Compartment — A locked compartment at the front of the tabulator where voters insert ballots that
cannot be scanned.

Ballot — The official paper, with ovals filled-in by the voter, that contains all the contests to be voted onin a
specific precinct. See also “Ballot Card.”

Ballot Bin— The locked compartment at the bottom of the tabulator that contains the ballots after they have
been scanned.

Ballot Card — The official voter-verifiable paper output of a ballot-marking device used by the voter, that contains
all the contests to be voted on in a specific precinct.

Ballot-Marking Device - The touch-screen technology that produces a paper record for vote tabulation. Provides
all voters with a simple and inclusive method of marking their ballot that conforms to ADA guidelines.

Ballot Style — The type of ballot issued to a voter that is predetermined by the Supervisor of Elections according
to the voter’s registration record (voting precinct and party affiliation).

Ballot Report Form - The form used to account for the number of ballots received, unscanned, spoiled,
provisional, voted (cast), used, and unused at each precinct. This form is completed by the Precinct Manager

and/or the Assistant Manager.

Challenged Voter — A voter whose eligibility to vote has been questioned. Challenged voters may vote a
Provisional Ballot.

Deputy — An Election Worker, deputized by the Sheriff, stationed outside of the polling room who maintains
order, monitors voter line length, monitors the No Solicitation Zone, and who announces the opening and the

closing of the polls.

Drop Zone - The site where designated election officials will drop off red voted ballot bags and precinct supplies
after the polls close.

DS300 — See “Tabulator.”
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Early Voting — As dictated by Florida election laws, a period of 8-15 days when voters can vote in-person at any
Early Voting site in the county where they are registered to vote.

Election Board — All poll workers assigned by the Supervisor of Elections and serving as staff in a precinct on
Election Day.

Elections Center- The location where training classes are held, election equipment is stored, and precinct
supplies are delivered and picked up prior to Election Day.

Election Board — All Election Workers, including the Deputy, that work at a given precinct during an election.
Electronic Poll Book — Device that partially automates the process of checking in voters, assigning them the

correct ballot style, and marking voters who have been issued a ballot. May be used in place of a traditional

paper poll book or precinct register.

Electronic Voter Identification (EViD) — See “Electronic Poll Book.”

EViD Activator — The USB drive that allows an EViD unit to access the Florida Voter Registration database and
check-in voters.

ExpressVote — See “Ballot-Marking Device.”

Florida Statutes - Enacted by the Florida Legislature, all the laws of the State of Florida, including those that
establish the electoral process in Florida.

General Election — An election held on the first Tuesday after the first Monday in November in the even-
numbered years for both, the purpose of filling federal, state, and county offices and for the purpose of voting

on constitutional amendments not otherwise provided by law.

Inspector Tech — A Election Worker trained to check in voters using the electronic poll book, issue ballots at the
ballot station and operate the tabulator.

Manager (Assistant Manager) — The person who oversees a Polling Place. Referred to as a Clerk in the Florida
Statutes.

MiFi Hotspot— A mobile Wi-Fi hotspot used to establish a wireless connection between the electronic poll books
at a precinct and the Supervisor of Elections data center allowing a voter’s status to be checked in real time.

Multipurpose Form — Form that combines the Florida Voter Registration Application, Declaration to Secure
Assistance, Declaration to Provide Assistance and Signature Affidavit into one convenient form.

No Solicitation Zone — As dictated by Florida election law, the area within a 150’ radius from the entrance of the
polling place, and within the polling room, where the solicitation of voters is illegal.

Oath of Person Entering a Challenge - Form provided to voters or poll watchers who challenge another voter’s
right to vote. This form must be completed by the challenger, and the challenged voter must vote a provisional
ballot.

76

132



Appendix A ESC-0353-24

Overvote — When a voter marks the ballot for more candidates in a contest than the number of vacancies to be
filled.

Poll Watcher — Person designated by a political party, candidate, or political committee to observe the voter
check-in process and the conduct of the election. All poll watchers must sign up by the deadline and must meet

the requirements as provided by the Florida Statutes.

Poll Worker — Trained individual who processes voters, provides instructions on the proper use of voting
equipment, and solves potential problems that voters encounter at Election Day polling sites.

Polling Place — The location and building where voting occurs in each precinct.
Polling Room — The room where voter check-in and the casting of ballots take place.
Precinct — The geographical area that designates where voters go to vote and which ballot they receive.

Precinct Register — The paper list of the names and addresses of every citizen who is registered to vote in a
specific precinct.

Primary Election - The nomination of candidates of political parties as provided by Section 100.061, Florida
Statutes. Held the Tuesday ten weeks prior to the general election.

Provisional Ballot — A ballot cast by an individual whose eligibility to vote cannot be determined. The validity of
the provisional ballot is determined by the canvassing board provided by Section 101.048, Florida Statutes.

Results Tape — The tape that is printed on the tabulator after the polls are closed that summarizes the election
results for a precinct.

Rovers — Field service technicians directed by SOE staff to polling locations to assist with technical issues.

Sample Ballot — Paper or digital examples of each precinct’s ballots that are mailed, emailed, or distributed at
SOE offices that a voter can use to make informed selections prior to voting their actual ballot on Election Day.

Secrecy Sleeve — Issued by the Inspector Tech at the Ballot Station to provide privacy for the ballot.

Service Animal — A specially-trained animal performing work or tasks to assist persons with a disability.
Emotional support animals are not the same as service animals according to Florida statute.

Sign Kiosk — A tri-fold information board located near the Help Desk that includes information, notices and voter
instructions in English and Spanish.

Solicitors - Candidate and/or campaign supporters; petitioners; and news media. Allowed only outside the 150-
foot radius of the No Solicitation Zone.

Spoiled Ballot — A ballot that has been marked in error, torn, or damaged during the election. Placed in the
spoiled ballot envelope and accounted for at the end of the night on the Ballot Report Form.

Tabulator - Voting machine used in Duval County to tally votes, transmit results, and print election reports on
Election Day.

77

133



Appendix A ESC-0353-24

Universal Primary Contest — If all candidates for an office have the same party affiliation and the winner will
have no opposition in the General Election, all qualified voters, regardless of party affiliation, may vote in the
Primary Election for that office.

Unscanned Ballot — A ballot that was not scanned by the tabulator at the end of the election and will be
reviewed by the canvassing board.

Undervote — When a voter does not make any selections or makes fewer selections than allowed in a contest on
the ballot.

Visual Aid Packing Chart — Color-coded chart identifying the location of all precinct supplies and how to pack the
backs during closing procedures.

Vote-by-Mail (formerly known as absentee ballot) - A ballot that is mailed or picked up in advance of an
election. Provides the voter the option to vote without having to visit an early voting site or polling place on
Election Day. Requested by any registered and qualified voter.

Voter Accessibility Kit — Contains signature guides, sanitary ear and head covers, and other accessibility
resources.

Voter Information Card (formerly known as Voter Registration Card) - A card mailed to each registered Florida
voter listing voter’s name, date of birth, precinct number, party affiliation, voter registration number, date of
issue, districts representing the voter, and polling location. The card is issued for informational purposes only.
Voting Booth — A piece of equipment set-up for voters to mark their ballot in private.

Voter Registration Form — A Voter Registration Application, also known as FVRA form (Florida Voter Registration
Application). This is used when a voter wishes to register to vote or to make a change to their voter registration.
It is found in Section 1 of the Multipurpose Form.

Voting Pass — A ticket given to a voter at check in that authorizes them to receive a ballot.

Write-in Candidate — A candidate who is qualified to run for election by way of the voter writing the name of the
candidate on the ballot.

Zero Tape — Election tape that is printed by the tabulator and verified by the Precinct Manager and the Assistant
Manager or Inspector Tech before voting begins to certify that all races have a zero total.
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How To Use This Manual
Document Conventions
This manual cross-references Florida Statutes regarding election law and procedures. To learn more, visit

https://dos.myflorida.com/elections.

Informational Symbols/lcons
The following icons are used to emphasize information:

A Alert — indicates alert; warning; special attention needed
Information — indicates highlighted or additional information

Deadline — indicates a time sensitive issue or a deadline

Assistance
If you have any questions about the material covered in this manual or need further assistance, please contact:

Call Center: (904) 255-VOTE [8683]
Website: www.duvalelections.com
Education/Outreach Email: DuvalElectionsEdu@coj.net

Jerry Holland Main Office Elections Center
Supervisor of Elections 105 East Monroe Street 1 Imeson Park Blvd
jholland@coj.net Jacksonville, Florida 32202 Jacksonville, Florida 32218

(904) 318-6877

Justin Gicalone Robert Phillips

Deputy Supervisor of Elections Special Assistant to the Supervisor of Elections
jgicalone@coj.net phillips@duvalelections.gov

Greg Clark Jennifer Casey Roxy Tyler

Education, Outreach Education and Outreach Education and Outreach
& Poll Worker Recruitment jenniferc@coj.net rtyler@coj.net

gaclark@coj.net
(904) 742-1277

Sommer Sallette Autumn Cato Cody Childress
Poll Worker Services Supervised Voting/Early Voting Warehouse
shinson@coj.net autumnf@coj.net cchildress@coj.net

(904) 255-3439
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Chapter 1 - Introduction

A. Overview

This manual is for use by the Precinct Election Board at the polls on Election Day. All forms and signage referenced

Appendix B

herein should be in the supplemental election materials provided as part of training and in the Election Day

precinct supply bags.

B. Election Calendar

Election Info Presidential Primary Election General Election
Preference Primary

Election Date March 19t August 20t November 5%

Registration Deadline February 20" July 22m October 7t

(book closing)

Early Voting begins March 8t August 5% October 21%

Early Voting ends March 16 August 18t November 3™

Last day for SOE office to March 7% 5:00 p.m. | August 8" 5:00 p.m. | October 24" 5:00 p.m.

accept requests for vote-by-

mail ballots to be mailed

Last day SOE office will mail March 9t August 10t October 26

vote-by-mail ballots

Make plans to vote! Unless a poll worker works at their home precinct, they will
need to vote during Early Voting or vote by mail. You can request vote-by-mail
ballots in advance of an election. Contact the Supervisor of Elections office for
deadlines. Vote-by-mail ballots are not accepted on Election Day at any precinct.
They are only accepted at the Supervisor of Elections Office at 105 East Monroe
St. until 7:00 p.m. on Election Day.

®

.

Scan to request VBM

C. Types of Elections
Primary Election
(Sections 97.055, 101.021, Fla. Stat.; Section 5, Article VI, Fla. Const.)

Florida is a closed primary state. Only voters who are registered members of political parties may vote in contests
for their party’s candidates or nominees for an office in a primary election. Voters without such party affiliation

are not eligible to vote for party candidates in a primary election except in a universal primary contest. A voter
may submit a party change at the polls in a primary election, but it will not take effect until the next election.

Universal Primary Contest. Article VI, Section 5(b), Florida Constitution, provides that if all candidates
have the same party affiliation and the winner will have no opposition in the general election, then all

qualified voters, regardless of party affiliation, may vote in the primary election for that office.
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Nonpartisan judicial and school board offices, nonpartisan special districts, and local amendment and referendum
guestions are included in some primary elections. All registered voters living in applicable districts are entitled to
vote in these races regardless of party affiliation.

It is very important that the voter be given the ballot that corresponds to their residential address and during a
primary election, the ballot that corresponds to their party affiliation.

Presidential Preference Primary Election

The Presidential Preference Primary Election (PPP) is part of the nominating process in Florida for the United
States presidential elections. In the PPP, voters registered with one of Florida’s major political parties express their
preference for the presidential candidate they would like to see representing their party on the General Election
ballot in November. After the PPP, designated political party delegates from Florida formally nominate the
preferred presidential candidate at the respective party’s national convention. These national conventions are
typically held in July or August. Based on the party rules governing delegate voting procedures, the party decides
at the convention which presidential candidate will represent the party on the General Election ballot.

General Election

A General Election is held on the first Tuesday after the first Monday in November of every even-numbered year.
In the General Election, all registered voters, regardless of party affiliation or no party affiliation, may exercise
their right to vote for federal and state races, judicial retention and statewide proposed constitutional
amendments and revisions on the General Election ballot. The ballot may include party candidates who advanced
from the Primary Election, no party affiliation candidates, and spaces to write-in the name of write-in candidates.
In addition, voters may vote in county and local races and local public measures.

Special Election
In the following circumstances, a special election will be called:
e If no person has been elected at a general election to fill an office which was required to be filled by
election at such general election.
e [f avacancy occurs in the office of state senator or member of the state house of representatives.
o Ifitis necessary to elect presidential electors, by reason of the offices of President and Vice President
both having become vacant.
e [f avacancy occurs in the office of member from Florida of the House of Representatives of Congress.

Information on currently scheduled special elections can be found on the Division of Elections’ Special Elections
webpage at https://dos.myflorida.com/elections/for-voters/special-elections/.

Consolidated Government Unitary Election

The offices of Jacksonville's consolidated government are filled by unitary elections. Under the unitary election
system, the first election is held with a single ballot for all voters within each electoral district, regardless of
political party affiliation. Candidates appear on the ballot with party labels and campaign as party candidates. Any
candidate winning a majority of votes in the first election is elected; if no candidate for a position wins a majority,
then the general election serves as a runoff between the top two winners regardless of party affiliation.
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D. Code of Conduct
As a poll worker, you are a representative of the Duval County Supervisor of Elections office. Please review the
expectations for your role as an election official:

e | understand that acting as a poll worker is a position of public trust. | am committed to furthering the
office's mission to provide fair, accurate and accessible elections with transparency and integrity for the
citizens of Duval County.

o | will be a prepared poll worker by reviewing training materials and bringing my Precinct Manual to the
polling place on Election Day.

e | will strive to earn and uphold community confidence by providing excellent customer service and
treating all persons with whom | interact (voters, members of the public, poll workers, poll watchers,
Supervisor of Elections staff, etc.) kindly, respectfully, patiently, and impartially.

e | acknowledge that | will see private voter information (Florida Driver License number, SSN, protected
address, etc.) and | will access only that information required for my work. | will not share confidential
election information with anyone unauthorized (for example - knowledge of votes cast).

e | acknowledge | may be exposed to sensitive information about elections equipment and technology that
is not in the public domain (serial numbers, IP addresses, etc.) and | will access only those components
required for my work and will not share sensitive information outside of my work. If | have any questions
about what is and is not sensitive information, | will inquire with my supervisor or staff at the Supervisor
of Elections office.

o | will promptly communicate to my supervisor or staff at the Supervisor of Elections office any issues
regarding voters, other poll workers, poll watchers, members of the public, or anyone else during the
elections process. This includes questions or concerns about my training, voting processes and
procedures, Florida law, or other matters within the course and scope of my employment.

e | will remain nonpartisan at all times while working and will not make political comments or jokes, bring
reading material of a political nature, or wear attire with political slogans or symbols. | understand that |
am free to participate in political activities and expression while not serving as a poll worker but will not
use, or appear to use, my position as a poll worker in connection with such activities.

o | will refrain from engaging with the media or conducting interviews in connection with the work | do for
the Supervisor of Elections office unless expressly requested by the Supervisor of Elections office, and
then only if | am agreeable to doing so.

e | will protect the election process by not sharing any pictures or posts on social media that could reveal
sensitive information about election equipment, technology, or procedures, or could compromise the
privacy or security of voters, candidates, or election workers. This includes any political activity or
advocacy on social media that could create a perception of bias or conflict of interest (for example -
tagging partisan organizations in a post regarding your election work).

e | understand that | must arrive to my assigned polling place no later than 6:00 a.m. on Election Day and |
must stay until dismissed by the Manager after the closing of the polls. If | fail to follow this Code of
Conduct or the direction of my Manager, or if | violate any duties imposed on me by the Florida Election
Code, | may be dismissed from my employment with the Supervisor of Elections office.

e | do solemnly swear (or affirm) that | will support the Constitution of the United States and the
constitution of this state, and that | will faithfully discharge the poll worker duties entrusted to me by the
Duval County Supervisor of Elections office to the best of my ability.

141



ESC-0353-24

Appendix B

Interacting with Voters
Follow these tips to provide excellent service when interacting with voters:

1. Start with a smile. A smile is the best way to greet a voter and show them that you are happy to help.

2. Be civil and respectful. Treat every voter with courtesy and professionalism and show them that you
value their time and opinion.

3. Treat voters with empathy and understanding. Listen to the voter’s needs and concerns and try to see
things from their perspective.

4. Make information accessible. Give the voter clear and correct information. Avoid mistakes and delays as
much as possible. If you don’t know the answer to a question, don’t guess or make up an answer.

5. Bereliable. Follow through on your promises and deliver the voter’s requests in a timely manner.

6. Explain the process. Make sure the voter understands the process and answer any questions they may
have. Use simple and plain language and avoid jargon or technical terms.

7. Anticipate the voter’s needs. Try to predict what the voter may need or want and offer solutions before
they ask. This shows that you care about their satisfaction.

8. Own up to mistakes with humility. Nobody is perfect, and sometimes things go wrong. When that
happens, apologize sincerely, take responsibility, and fix the problem as quickly as you can.

Upset Voter

Voters may become upset, irate or frustrated for a number of reasons, particularly if they are told that they
cannot do something they want to do, they must go to another location to vote, or their registration or eligibility
is in question. Keep the following things in mind as you address the situation:

Remain calm and professional and keep your voice level down. If you get upset or shout, the voter is
likely to get increasingly upset.

Watch your body language. Do not cross arms or turn away from the voter.

Listen to what the voter is saying and do not interrupt them. If necessary, ask the voter to step into an
area where you may speak privately.

Offer the voter assistance by saying, “l want to help you.” Try to find a solution to the problem.

Ask the Manager or Deputy to assist if the voter becomes very angry or threatening.

Poll Worker Etiquette
You are part of a team that ensures every voter has a positive and smooth experience at the polling place.

Remain neutral and impartial at all times as a nonpartisan election official.

Do not talk about candidates or political issues.

Respect the voter’s privacy and secrecy of their vote.

Talk quietly and politely with voters or staff.

Give the voter your full attention.

Put away any reading materials or personal devices while voters are in the polling place.

Excuse yourself to use your phone and do so out of view of voters and with permission from the Manager.
Keep food and drinks in the designated break area and do not cook, fry or bake at polling place.
Do not leave the polling place during the day or have visitors inside or outside the polling place.
Always clean up after yourself and leave the polling place how you found it.

Do not smoke or vape in the polling place.

Do not treat the polling place as a dating site.
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Dress Code

Poll workers are representatives of the Duval County Supervisor of Elections Office, so it is imperative that your
attire reflects your professionalism. The following clothing and accessories are not considered appropriate:

* Political buttons, shirts, hats or other items * See-through or tight-fitting clothing

* Baggy hanging pants *  Shirts with elongated armholes

e Bare-midriff tops * Shorts

e Casual flip flops * Tank tops

* Clothing that is ripped, torn, or has holes * Pajamas or slippers

e Dirty or stained clothing * Visible undergarments

e Low-cut necklines *  Visible images or words generally considered
* Oversized shirts controversial, vulgar or obscene

Be sure you follow acceptable hygiene guidelines. Also, no strong perfume as voters may be allergic.

As a poll worker, you have agreed to honor our dress code policy. If you do not adhere to the dress

A code listed above, you may be dismissed by the Manager without pay. Once dismissed by the Manager,
you may not return to the precinct to work.

What to Bring

(Section 790.06 (12)(a) Fla. Stat.)

In addition to this Precinct Manual, you should bring with you any necessary items for the day. Examples of what

is okay and not okay to bring to the polls include, but are not limited to:

OK TO BRING NOT OKAY TO BRING
-\ o°
@D @‘_j o= “T[iilD
Medication Food and Drink Radio Alcohol or Drugs
[ [ | @
Personal Phone Nonpolitical Book Weapons Campaign Pets*
Materials

* For information regarding service animals, see Service Animals (p.33).

A license to carry a concealed weapon or firearm does not authorize any person to openly carry a
handgun or carry a concealed weapon or firearm into any polling place. 790.06 (12)(a) Fla. Stat.
Breaks
There are no scheduled lunch hours or breaks. The Manager will arrange breaks for workers. Let the Manager
know if you have special needs. Poll workers who are on breaks should return to their duties if the voter lines

grow long or voter service is required. A poll worker should never leave their post until the Manager/Assistant
Manager has assigned someone to cover their position.
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Chapter 2 - Before Polls Open
(Sections 101.20, 101.5610, 101.5611, 102.012, 102.031, Fla. Stat.)

A. Election Board Responsibilities

The Precinct Election Board consists of Managers, Assistant Managers, Inspector Techs and Deputies. Managers
and Inspector Techs focus on election issues inside the polling room. The Deputy organizes the process outside
the polling room on Election Day.

On Election Day, the Precinct Election Board must arrive at its assigned polling place no later than 6:00
a.m. to set up the room. Polls must be ready to open and must open by 7:00 a.m.

Manager Manages the Precinct Election Board and is responsible for assigning jobs and
ensuring that all poll workers carry out their duties. Stationed at the Help Desk to
process provisional ballots, resolve voter challenges, and address other voting
situations. Picks up and delivers secure election supplies.

Assistant Manager Assists the Manager with setting up and closing the precinct. Helps to manage the
staff, resolve voter problems at the Help Desk, and process provisional ballots. Works
where needed throughout the day.

Inspector Tech Checks in voters using the electronic poll book, issues ballots at the ballot station and
operates the tabulator. Sets up the ballot-marking device as well as assembles voting
booths and assists with other precinct setup and breakdown tasks as needed.

Deputy Maintains order outside the precinct and ensures that demonstrators, solicitors,
media, candidates, and others remain outside the no solicitation zone while polls are
open. Assists poll workers in setting up and packing up the precinct equipment as
needed. Places signage outside the precinct including the A-frame precinct sign and
marks the no solicitation zone boundaries with orange cones. Sets up accessibility
features at the polling site, if applicable. Monitors activity outside the no solicitation
zone and alerts Manager to any concerns.

Payroll

All poll workers sign the payroll register when directed by
Manager. Verify your address on the payroll sheet before
signing. The address we have on file is the mailing address used
to issue your paycheck.

Oath of Election

Manager administers the Oath of Election to the Inspector
Techs and Assistant Manager. Assistant Manager administers
the Oath to the Manager. All poll workers sign the Oath Form
except the Deputy who has already taken the Oath during
training.

10
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ID Badges
Manager will distribute name badges and verify the |.D. of each poll worker. They are to be worn for the entire
Election Day. Special badges may be assigned to bilingual poll workers providing language assistance.

Safety Briefing
Manager will conduct the emergency safety procedures briefing. Pay close attention as you will be responsible for
directing voters to safety in an emergency.

B. Set-Up Inside the Polling Room

Inspector Techs are responsible for setting up inside the polling room under the supervision of the Manager and
Assistant Manager.

% % %

L
Ballot Station Sign Kiosk Help Desk /1“..,_
AR
Ballot-marking
Device
% ADA Voting Booth
% SAMPLE PRECINCT o =
&5 LAYOUT T

E( Voting Booths

¢ 11 ¥
_i J ' Tabulator

Deputy Entrance  Exit

Check-in Station

Room Layout

Not all polling rooms need to, or can, be arranged the same as it may depend on the size, location, and shape of
the polling room. Voting booths may also be placed in the center in rows, provided privacy is secured. Ensure
that the tabulator is distanced as far away from voting booths as reasonably possible. Set up the accessible voting
equipment for persons with disabilities, even if you do not expect anyone to use this equipment. Ensure that
paths of travel, doorways, hallways, entrances, and voting areas are clear and accessible.

Note: The Manager may invite you to Pre-Election Setup on Monday before the election. Pre-Election Setup is the
best time for poll workers to familiarize themselves with their assigned working location, where to park, which
entrance to use, and what facilities will be available during breaks. It is also a great time for poll workers to get to
know each other and everyone’s work assignments for Election Day. While participating in Pre-Election Setup is
not required of poll workers, many will participate as it makes Election Day morning easier for everyone.

11
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bling Voting Booths

Work together in pairs to assemble the voting booths as follows:

1.
2.

9.
10.

A

12

Cut straps holding silver voting booths to pallet.

Place booths on a table with handle facing forward, top of
case facing up. The top of the case has no holes. The bottom
of the case has four leg sockets.

Open the lid all the way but do not allow it to fall backward.
One worker should hold the lid while another worker raises
and secure one side panel temporarily to remove legs. Then
release and return lower side panel. Close the lids, re-latch,
and lay the unit flat on the table with the holes facing up.
Assemble each leg and place the legs into the socket holes by
pushing all the way in and twisting tightly at a slight angle
with both hands. Pick up the unit and stand it on the floor.
Unlatch case, open lid, and secure side panels.

Unwind the electrical cord from inside the lid and let it fall
from the left side of the case through the space at the rear of
the left side panel. Up to ten units may be connected using
the plug-in socket. The position of the socket varies. It may be
found in the top right-hand corner of the lid, in front of the
light assembly, or under the assembly next to the socket. Only
one booth must be connected to a wall socket.

Be sure that the power cord does not create a hazard.
Arrange the booths for smooth traffic flow. Place them one
foot apart for voter privacy but do not create enough space
for someone to walk between them.

Ensure that the ballot marker or pen is attached and writes.
Check and tighten the booth legs prior to opening the polls.

ESC-0353-24

You must set up an ADA-accessible voting booth to be used by voters with disabilities (shown above).
Accessible voting booths have curved legs that attach at the front for wheelchair accessibility. Position
the accessible voting booth as close to the Help Desk as possible. Setting up this booth is required by law.
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Voter Information

The Sign Kiosk should be set up on a table at the Help Desk along with
the Voter Information Binder which includes Precinct Manual for Poll
Officials, Handbook for Precinct Managers, EAC Spanish/English
Glossary, LangServ translation information, sample ballots and
constitutional amendments booklets. All signs and information must
be made available where they can be easily seen and read on the way
to the voting booths as required by law.

Technology
Inspector Techs work with the Manager and/or Assistant Manager to set up and power on the MiFi hotspot,
electronic poll book(s), ballot-marking device(s) and the tabulator(s).

Unpack and set up the MiFi hotspot. For instructions, see Mi-Fi Hotspot (p. 34).
Unpack and set up the ballot-marking device(s). For instructions, see Ballot-marking Device (p. 35).
Unpack and set up electronic poll book. For instructions, see Electronic Poll Book (p. 41).

oooad

Plug in and power on the tabulator(s). Open polls on the tabulator(s). Verify and log serial numbers and
seals. For instructions, see Vote Tabulator (p. 44).

C. Set-Up Outside the Polling Room
(Section 790.06 (12)(a)6, Fla. Stat.)

The Deputy is responsible for setting up outside the polling
room. The Deputy will retrieve the A-frame precinct sign and
the large orange cone from the polling room. The Manager
will provide the Deputy Vest, 150’ Measuring Line and the «—
Weapons at the Polling Place Sign (and metal stand). The
Deputy will put on the vest and will:

O Place A-frame precinct sign near the curb, so it is
clearly visible to voters.

[0 Attach “Weapons at the Polling Place” sign to the
metal stand and place sign on the facility property
near the entrance to the polling room.

[0 Measure and mark the boundaries of the No-
Solicitation Zone with the large orange cone.

NO CONCEALED WEAPON

OR CONCEALED FIREARM,
[0 Remove any campaign signs and place them flat | EVEN IF YOU
. o ‘ HAVE A LICENSE.
outside of the No Solicitation Zone. ‘ 529006 (1200
13
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No-Solicitation Zone

The Deputy must use the 150" measuring line to designate the 150-foot No-Solicitation Zone and mark the
boundaries in all directions, if possible, from the entrance to a polling place or a polling room (where the polling
place is also a polling room). Set up the large cone that indicates “150 ft” to mark the No-Solicitation Zone and set
up small, unmarked cones around the perimeter in an arch. If there are two entrances to a polling place, there will

be two No-Solicitation Zones.

Polling Place I

For more information about solicitation, see Solicitation Restrictions (p. 17).

Accessibility
The Manager will advise the Deputy on any required accessibility features required at the polling site, such as:

O call bell (assembly instructions inside the call bell case)
[0 Ramp to improve access for voters with disabilities

O Accessible parking spaces (example of possible set-up below)
5ft
—

29 ft

14
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Chapter 3 - In the Polling Room

A. Who Is Allowed in the Polling Room?
(Sections 101.131(4), 102.031(3), 101.58 Fla. Stat.)

While the polls are open, the only persons allowed in the polling room on Election Day are:

e Poll workers wearing ID badges

e The Supervisor of Elections or personnel (i.e., staff, rovers, or technicians) wearing ID badges

e Voters who are present to vote

e A person (such as an elderly person or a child) in the care of a voter

e A person caring for a voter or assisting a voter (i.e., someone assisting a voter who cannot read or does
not speak English or assisting an elderly person or a person with disabilities)

e Poll watchers approved by the Supervisor of Elections wearing ID badges. See Poll Watchers (p. 16).

e Election observers appointed by the Department of State

e Law enforcement officers or emergency service personnel with permission of the Manager or a majority
of the Precinct Election Board

The public and the media are allowed to enter the polling room and watch the procedures before the
polls open and after the polls close and after all voters have cast their ballots. They may observe poll

workers opening and closing the precinct, but no photography is allowed. 100.011 (2) Fla. Stat.

B. Who Is Not Allowed in the Polling Room?
(Sections 102.031(4), 102.031(3)a Fla. Stat.)

While the polls are open, the following persons are not allowed in the polling room on Election Day:
e Candidates, except to vote
e Members of the media, except to vote
e Law enforcement officers or emergency service personnel in a capacity other than as a voter, unless
permitted by the Manager or a majority of the Precinct Election Board

If the polling room is in a location commonly used by the public to gain access to businesses or homes (such as the
lobby of a condominium) or in an area traditionally used as public area for discussion (such as a mall), there may

be other people traveling through the polling area. However, care should be taken that these people do not
interfere with the voting process.

Copies of Section 102.031, Fla. Stat. are in the Voter Information Binder for distribution to individuals or
groups demanding legal proof that they may not enter the polling room.

Do not allow, under any circumstances, media with or without cameras inside the polling room during
voting hours from 7:00 a.m. until 7:00 p.m.
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C. Voters
(Rule 15-2.034, Section 102.031(5), Fla. Stat.)

Voters may bring in pre-marked sample ballots or campaign literature for their personal use. They may not use
these to campaign inside the polling place or within 150 feet of the entrance to the polling place. Voters may
wear campaign buttons, shirts, hats, or any other campaign items when they enter the polling place to vote.

D. Poll Watchers

(Sections 101.131, 101.111, 101.23, 102.031(3), Fla. Stat.) e

Each political party and each candidate may have one poll watcher in each
polling room on Election Day. Additionally, a political committee formed for
the specific purpose of expressly advocating the passage or defeat of an issue
on the ballot may also have a designated poll watcher in each polling room on
Election Day. The Supervisor of Elections will provide each polling place a list
of the names of preapproved poll watchers.

Approved poll watchers may roam and are allowed in all polling locations N
within the county designated. However, each political party, candidate, or =
political committee may have only one poll watcher present at any one time in
each polling room when the polls are open on Election Day.

=

Badge s Name Address Locations | Candidte/Party

While in the polling room, poll watchers:

16

Must wear the badges issued by the Supervisor of Elections that identify them by name

Are allowed to observe the conduct of the election from setup at 6 a.m. until close and breakdown of the
precinct, but may not obstruct the orderly conduct of the election

May observe the voter check-in process. They may not, however, come closer to poll workers or the
voting booths than is reasonably necessary to perform the poll watcher’s functions

May not speak to or otherwise interact with voters inside the polling room

May submit written voter challenges to the Manager

Must pose any questions regarding polling place procedures to the Manager for resolution

Are not allowed to wear campaign buttons, shirts, hats, or other campaign items

May bring in and use mobile electronic devices in a non-disruptive way (i.e. set to produce no noise, not
used to take photographs or recordings of any kind, not used for audible telephone conversation)
Furnish their own materials

May inspect and record the names of voters from the precinct register if their actions do not interfere
with the precinct staff checking in voters

May sit or stand conveniently near the precinct staff as they issue ballots and aid at the Help Desk
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E. Order at the Polls
(Section 102.031, Fla. Stat.)

The Supervisor of Elections is governed by Florida statutes to maintain order at the polls and to enforce election
laws. The Supervisor of Elections and the Precinct Election Board may take any reasonable action to ensure order
is maintained at the polling place. Law enforcement officers may be called upon to remove disruptive persons
from the polling room or the no-solicitation zone. Poll Deputies are appointed by the Jacksonville Sheriff to assist
in maintaining order outside the polling room but within the 150-foot radius. Deputies are sworn in after
completion of training and are supervised by Managers.

It is possible that protesters show up at your polling location. Protesters must stay outside the 150-foot boundary
marked by orange cones. Outside the 150-foot radius, the Deputy has no authority. If protesters refuse to abide
by the election laws, alert the Manager.

F. Photography Prohibited
(Section 102.031, Fla. Stat.; DE AO 12-13)

No photography is allowed in the polling room except as indicated below. This prohibition also applies to
operational security cameras within the polling room. If they remain operational, they must be covered so
voters, voting, and ballots are not recorded in violation of privacy. If cameras are not operational, a notice must
be posted notifying voters that the camera is not in use during voting hours.

@ Voters are permitted to photograph only their own ballot.

G. Solicitation Restrictions
(Sections 101.051(2), 102.031, Fla. Stat.)

Exit polling by media or others is an exception to the no-solicitation law. Exit pollsters may approach voters only
after voters leave the polling place. Deputies will ensure that interviews are only conducted with voters exiting
the site, not entering.

Otherwise, no person or group may solicit voters:
e Within the designated No-Solicitation Zone
e Inside the polling place

“Solicit” and “solicitation” includes:
e Asking someone for their vote
Offering to assist someone to vote
Asking for someone’s opinion
Asking for a contribution
Displaying political advertisements or campaign materials (voters who, without loitering, directly enter
and exit the polling place when they are present to vote excepted)
e Distributing any political or campaign material or handout
e Conducting a poll (exit polling excepted)
e Asking someone to sign a petition
e Selling any type of item

17
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Chapter 4 - Voting Process

Inspector Techs may check in voters after the Manager announces the polls are open at 7:00 a.m.

A. Photo Identification
(Sections 101.043, 101.23, 101.49, Fla. Stat.)

The Florida Statutes state that a voter must present a current and valid picture identification to vote. A Voter
Registration Information Card is not a valid form of ID. Only the following forms of current and valid photo ID are
acceptable by law:

° Flor!da driver "_Cense PHOTO AND SIGNATURE IDENTIFICATION REQUIRED AT POLLS
e Florida ID card issued by the Department of (Section 101.043, Florida Statutes)

Highway Safety and Motor Vehicles

e U.S. passport

Debit/Credit Ca r.d Florida Driver’s License or Florida ID Card beilor(redilurds Student 1D

Military ID

Student ID

Retirement center ID

e Neighborhood association ID

e Public assistance ID (Social Security or other
social services)

e Veteran health ID card issued by the U.S.
Department of Veterans Affairs

e License to carry a concealed weapon or firearm
issued pursuant to section 790.06, Fla. Stat.

e Employee ID card issued by any branch, mar % 4,
department, agency, or entity of the federal W
government, state, county, or a municipality. e i——————————C

Voters are required to present photo and signature identification to vote an official ballot. Voters without proper
identification may vote a provisional ballot. For additional clarification, please see an Election Official.

Concealed Weapons Permit Government Issued Employee ID Card Veteran's Health ID

= A

(UL B R B TR Y

signature is required (i.e., a student ID with a photo AND a credit card or other identification such as a

@ If the photo ID presented does not contain the voter’s signature, a separate ID with the voter’s
library card with the voter’s signature).

B. Voter at Check-In Station
(Sections 98.461, 101.5608(1), 101.043(1), 101.045, 119.07 Fla. Stat.)

Inspector Techs at the Check-in Station should signal the next person in line and say the following: “Welcome!
May | please have your photo and signature ID?”

If the person presents a valid photo ID and signature, compare the person in the photo to the voter:
e |f determined to be the same person, proceed to check in the voter.
e If you doubt they are the same person, direct the voter to the Help Desk.

If the person does not present a valid photo ID and signature, direct the Voter to the Help Desk.

voter does not present both the proper photo and signature ID, the voter may be allowed to vote a

g Problems with ID? No voter should be turned away from voting for lack of photo identification. If the
provisional ballot.
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Voter Search Using the EViD Electronic Poll Book
Inspector Techs check in voters on the EViD electronic poll book by following the procedures below.

After reviewing the valid photo ID, look up the voter on the EViD by using a manual search:

Election Date:6/1/2023 Inspector Station 6/2/2023 12:05 PM
EViD Home Crestview Library

Voter Check-in Search

O\

~—— —

Last Voter Checked In:

@ No ID Provided Voter Info
" L b

More VRS Messages Exit

®@ 0 B Y

e Select “Voter Check-in Search” on the Home screen.

e Enter the voter’s date of birth in MM/DD/YYYY format.

e Enter the voter’s initials (last and first) in the correct fields.

e Select “Search” and the voter’s information will likely appear on the screen.

o If you get the results grid with several voters visible, select the correct voter by verifying the first and last
names and the date of birth. Select the down arrow to see additional grid results.

e You may also search by voter registration number, address, or first name and date of birth.

e If the voter found is not the voter you are searching for, select “Back” to try again.

e If no voters are found, select “OK” to try again.

Election Date:3/31/2023 Clerk Station 3/24/2023 3:21 PM Election Date:5/31/2023 Clerk Station 6/2/2023 11:54 AM
Voter Check-in Search SOE Office Voter Search Results SOE Office

Maud smith Alan A Smith Brian Smith David Smith
— 1253 Foxford Cir S... | Address Protected Address Protected 15 Haunted House Ln
ANYTOWN ANYTOWN
egistratio @ Middle Name
4 1A 1A06 1A06 1A07.2
: @

5/26/1939 10/3/1968 10/10/1955 4/5/1945
: Jane M Smith Jeanette P Smith Joanna M Smith Jonathan Q Smith
¥4 Clear ﬂ; Search by Street 602 E Jefferson St 123 Shell Ct Address Protected 1633 Main St
PICTURE PERFECT | ANYTOWN ANYTOWN
1A06 1A07.1 1A07.2 1
9/7/1935 11/13/1951 12/30/2002 4/4/1955
Philosopher B Smith | Powell K Smith Terri T Smith ABBY L SMITH
123 Shell Ct 602 E Jefferson St 123 Haunted House... | Address Protected
ANYTOWN PICTURE PERFECT | ANYTOWN
1A07.1 1A06 1A07.2 1A07.2
1/30/1964 10/16/1955 3/16/1981 8/25/1982

Last Name or Registration S
© Back %Voter Not Found 32 voters Page 1ffof 3 >
o
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If the voter’s name is not found, check for name variations.

ESC-0353-24

Search Tips if unable to locate name as presented:

Name Search Type Example Possible Search Criteria
Hyphenated names Mary Smith-Collins Smith
Collins
SmithCollins or CollinsSmith
Collins Smith or Smith Collins
Multiple surnames Maria Morena de Arroyo deArroyo
de Arroyo
Arroyo
Morena
Surnames with special Nela Mufioz or Lépez Munoz
characters Lopez

Same names

(Father, son, and/or
grandson — may or may not
be distinguished by suffix)

Thomas Jones, Sr.
Thomas Jones, Jr.
Thomas Jones, IlI

Last name and date of birth

Similar names

(Twins -same birthday;
siblings or close relatives -
different birthdays)

Terriyana - Terriana Jones
Ethan - Evan Bennett
Kathryn Elizabeth - Elizabeth Kathryn Sims

First name, last name, and date of birth
If available, scan driver license or state ID
card available to search

Using Scanner to Search for a Voter
If available, a scanner is a quick and accurate searching

Toolbar

Clerk Utilities

tool. In most cases, voters will provide a valid Florida ®

Driver License or Florida ID card which may be scanned by
the EVIiD using either the scanner attached to the right
side of the Edge tablet at the Help Desk or the handheld
scanner which can be plugged into any available USB port
on the EViD at the Check-in Station. The hand-held
scanner must be plugged in prior to turning on the EViD.

To use the hand-held scanner, press the yellow trigger.
Position the scanner 6” from the ID’s bar code and move it
closer until it can scan the bar code. If you experience any issues with the
use of the scanner, select “More” on the Home screen, then select “Reset
Scanner”, select “OK” and try to use the scanner again. Once the ID card is
scanned, the voter’s registration information will appear on the screen. If

Election Date:3/31/2023

412023 2:52 PM
SOE Office

Clerk Station 3/2

Tech Utilities Reset Sigpa, \Vorker

the voter is not using a valid Florida Driver License or Florida ID card, then you must do a manual search.

Voter Check-In Using the EViD Electronic Poll Book
When you have found the voter on the EViD, you will see the screen below. If the voter’s name and address on
the screen match the identification presented, select “Yes” to check in the voter.
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Election Date:5/31/2023
Verify Voter Information

JACK SMITH

Clerk Station 6/2/2023 11:12 AM
SOE Office

Inactive
No Vote By Mail Activity

Residence Address
403 B BRIARPATCH RD Anytown, FL 12301

1A07.1 DEM

Date of Birth Ballot Style Voter ID DL #
5/13/1941 G2 501797206 S530420410520
Precinct Party Registration Date

Are the name and address for the voter correct?

® No & Wrong Voter

10/8/2000

ESC-0353-24

If the voter’s name and/or address on the screen does not match the identification presented, ask the voter: “Has

any of your information changed?”

* If the voter says their information has changed, select “No”. When asked if you want to do a

name/address change, select “Yes”.

*  You will be prompted to refer the voter to the clerk. Select “OK”. A Help Desk Ticket will print. Give the
ticket to the voter and direct the voter to the Help Desk.
* If the voter says their information has not changed, select “Yes” to check in the voter.

is possible that the address shown on the EViD does not match the address on the voter’s ID. Do not ask

g The address on the voter’s ID does not need to match the registration address for the voter to vote! It

the voter to provide further information. The address on the EViD is correct because the voter did not

indicate that their address has changed.

Voter Signature Using the EVIiD Electronic Poll Book

Now the voter must sign the signature pad. Say the
following to the voter: “Please sign on the line using the
stylus or your finger.” Compare the voter’s signature on
the EViD with the signature on the ID. If the signatures
look reasonably similar, then select “Accept”. During in-
person voting, the voter is standing in front of us, and we
can verify their identity largely by comparing them to their
picture. However, the signature becomes more important
should the photo be in question.

A voter’s signature on a signature pad will rarely be the
same as on their ID. However, they should be reasonably
close. If the signature on the EViD is very different from

Election Date:3/31/2023 Clerk Station 3/24/2023 3:39 PM

Verify Signature Sigpad

%

Captured Signature

i \ . ~ Reset
‘ Accept fl B Reject JF7 ARG Sigpad
@© Back | #§ Home

SOE Office

the ID, select “Clear” and say to the voter: “Would you please sign again and try to make your signature look
more like the signature on your ID?” The second signature should be acceptable. However, if a voter has had a
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situation that has caused their signature to change, select “Reject”. When prompted
to confirm you wish to reject, select “Yes”. A Help Desk Ticket will print. Give the
ticket to the voter and direct the voter to the Help Desk.

After accepting the voter’s signature, a Voting Pass will print from the EViD. Give the
Voting Pass and the voter’s ID to the voter and say the following: “Here is your ID
and Voting Pass. Please put your ID away — you will not need it again. Please take
your Voting Pass to the Ballot Station (point to the table) and they will give you
your ballot.”

Remember to always thank every voter pleasantly after checking them in and
printing their Voting Pass. Say, “Thank you for coming out to vote today. If you
need help with anything, just ask.”

There is no way for an Inspector Tech to check in a voter or issue a voting
pass to a voter who is not eligible or whose eligibility to vote is in
guestion. Instead, the EViD will print a Help Desk Ticket.

Voter Not Found

If you cannot find the voter after a thorough search for the voter using all the
methods above, select “Voter Not Found”. You will be prompted to refer the voter
to the clerk. Select “OK”. A Help Desk Ticket will print. Return the voter’s ID, give
the Help Desk ticket to the voter, and direct the voter to the Help Desk.

Eloction Date:5/31/2023
Voter Search Results

Alan A Smith
Address Protected

Clork Station 612
o ion Alert..

No voters found

Maud smith
1253 Foxford Cir S
ANYTOWN

Brian Smith
Address Protected

David Smith
15 Haunted House Ln

ANYTOWN

1A 1406 1A06 1A07.2
10131968 10/10/1955 4501945 [E]
Joanetto P Smith Joanna M Smith

123 Shell Ct Address Protected
ANYTOWN

Search Criteria:
Last Name or Registration="EViD"

5/26/1939
Jane M Smith
602 E Jefferson St 1633 Main St
PICTURE PERFECT ANYTOWN
1A06 14071 1072 1
91711935 11131951 1213012002 41411955
Philosopher B Smith | Powell K Smith Torri T Smith ABBY L SMITH
123 Shell Ct 602E Jefferson St | 123 Haunted House.... | Address Protected
ANYTOWN PICTURE PERFECT ANYTOWN
1A07 1 1A06 1A07 2 1A07 2
10/16/1955 3016/1981 8/25/1982
Last Name or Registration: Smith

32 voters Page 10f3

Jonathan Q Smith

1/301964

ol Ok @ Voter Not Found

[CREEY &, Voter Not Found

Warning!

Do you wish to reject this blank
signature?

pass, they may not be issued a ballot.

22
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Yoting Pass
V2 Denwr Clurle”

Balle:w Sule: G2
Precinct 1A07.2
Reg #: 502746164

Smith, Teri "abitha
Birthdate: 3/ 6,/ 3E1

173 Haunter Hoise I n

Anvtowa. FL 12301

Please 5 gn Below:
“ern Tabitaz Smith

g —— N

Eleclion Worker: VRS
Sirer Crestview |ikrary
LAL00 T 03 2508 A

[HIE P U

Voting Pass

KARRRERARRRKARRAR N AR R R AR AR A AR

DO NOT ISSUE BALLOT

REFER TO CLERK
Registration Change Required

Early
VR Demo Election

May 31, 2023
SOE Office

Voter Information

lerri labitha Sr-ith
123 Haurted House Ln
Auytown, L 12301
502746164

Foll Worker Initials: VRS
5/1/2023 02:50:19 PM
{EE035-18200161}

Help Desk Ticket

Voter Doesn't Want to Sign Signature Pad

If a voter does not want to sign the electronic signature pad, you can select
“Accept” with nothing marked on the signature pad. When the EViD asks if
you want to accept the blank signature, select “Yes”. The Voting Pass will
print, and the voter will need to sign their Voting Pass on the line provided
before taking it to the Ballot Station. If the voter refuses to sign the voting
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Eligible for Assistance

Some voters indicated that they were eligible for
assistance when filling out or updating their voter
registration application. For these voters, the
electronic poll book will indicate “Eligible for
Assistance”. Select “OK”. Do not mention this to the
voter. If they say nothing say, “Thank you for
coming out to vote today. If you need help with
anything, just ask.” If they don’t request assistance,
strike out the message printed on the Voting Pass
before giving it to the voter and directing them to
the Ballot Station. If they request assistance, direct
them to the Help Desk. For more information, see

Clerk Station 6/2/2023 1:00 PM
SOE Office

Election Date:5/31/2023
Verify Signature Sigpad

Voting pass
VR Boma 1, octon

Captured Signature

Balloy Style: G2

e e L

Alert...
This voter is eligible for assistance

Precinc:: 1807,
Reg 2126037469

123 Haunteq Hause |
ytcsn, FL 1230, !

M

Flease Sian &
o 235€ Sign Boloyy:
CHELSEA SI'.'ITHA

Assistance at the Polls (p. 31).

Voter Has Already Voted

After voter search and address verification, the EViD
may show a message that the voter has already
voted. Say, “The system is telling me that you have
already voted in this election. Did you send in a
Vote-by-Mail ballot, or did you vote at an Early
Voting location?” If the voter remembers voting,
then they may exit the polling room. Remember to
give them back their ID before they leave. Select
“No” when prompted to refer the voter to the clerk.
When asked if you want to cancel and return to
Home screen, select “Yes”. If the voter insists that
they have not already voted, select “Yes” when
prompted to refer the voter to the clerk. A Help

Clerk Station 3/24/2023 3:28 PM
SOE Office

Election Date:3/31/2023
Verify Voter Information
Active
No Vote By Mail Activity
Jonathan Q Smith

Issue Provisional Ballot?
Jonathan Smith may need to be issued a
Provisional ballot for the following reason:
Date of Birth L#
4/4/1955 Voter has already voted early. $502745752123

Residence Address
1633 Main St Anytown,

Registration Date

Precinct " ) i
Do you wish to issue this voter a 1/25/2000

-t Provisional ballot?

T T

Are ti Tect?

& Wrong Voter

Desk Ticket will print. Return the voter’s ID, give the
ticket to the voter, and direct the voter to the Help

Desk.

Wrong Precinct

If a voter is in the wrong polling location, the EViD
will give you the option to print an Action Required
ticket. When asked if the voter wishes to vote at
their correct polling place, select “Yes” to print the
ticket. Give the Action Required ticket to the voter,
along with their ID, and say, “You are not in your
assigned polling place. This ticket shows the name
and address of your correct location. You may bring
this ticket with you for your convenience.” Do not
engage in further conversation about their assigned
polling place. They may contact the Supervisor of
Elections at (904)255-VOTE if they have further
questions. If the voter insists on voting at the
incorrect location, direct the voter to the Help Desk.

Clerk Station 6/2/2023 12:03 PM
Crestview Library

Action i

o Vit
ettt

o
o NOT 155UE pagy

rana
N

Election Date:6/1/2023
Verify Voter Information

Jonathan Q Smith

Residence Address
1633 Main St Anytown,

Voter is at the incorrect polling place.

Wihas
The correct polliing place is Main St onris a

tincor) "
Voter belongs ,":e <t Polling piace,

Date of Birth churen preches 1aog

lace: Maj
4/4/1855 Does the voter wish to vote at their d!’esra,';;s;:? Librayy
Procinet correct polling place? fL1zag " Steet Anyrouy,

Dimetign,

1
head oy,

st
o (::r;n the Election:g Office,

St Stroy turn fofy nn..
o

Y is acerog

o =3
'™ Main Slmr:rChurrh

Are ti

SMITH, jorypy 1
100 SPoNGE OR
Anytown, p ;. 2551

I 7 e

12345575
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6n 6/2/2023

Clerk Station 6/2/2023 11:12 AM

core= | \/Oter Status is Inactive
wesrmiran | After searching for and finding a voter, the EViD may show a message that

No Vote By Mail Activity the voter’s status is “Inactive”. This means that some election mail has

=]

L#

sEas20410520 been returned. Do not say anything to the voter. Process the voter
RQI?(VJIVGH Date
102000 normally.
voter correct?
& Wrong Voter

Election Date:5/31/2023
Verify Voter Information

Protected Addresses

| If a voter’s address is marked as “Address Protected”, do not ask the voter
\ what they do for work or ask why their address is protected information.
Use the regular procedure for checking in a voter on the EViD. Because you
cannot see their address on the screen, you need to ask the voter, “Has any
of your information changed?”. If the voter’s information has changed,
direct the voter to the Help Desk.

an And Smith

Alan And Smith

Residence Address
Address Protected

Date of Bith
10/3/1968

Residence Address
s Address Protected

G2

Precinct
1A06

sesmmmee] - Other Voter Status
st | For any other voter status message (“Challenged”, “ID Required”, “Pending”,

“Ineligible”, etc.) you will be prompted to refer the voter to the clerk after
name and address verification. Select “Yes”. A Help Desk Ticket will print.
tisssnc Famaa Return the voter’s ID, give the ticket to the voter, and direct the voter to the

Bt e Help Desk.

No Vote By Mail Activity

Undo Voter Check-In
If a voter leaves without voting or if the wrong voter is mistakenly checked in (but has not yet voted), a voter’s
check-in may be undone so that their voter record will reflect that they have not voted. If the voter was the last
person checked in on the EViD, do the following:

1. Select “Last Voter Checked In” on the left side of the Home screen.

Dispute

Election Date:6/1/2023 Inspector Station 6/5/2023 1:32 PM
EVID Home Crestview Library

Scan ID

Voter Check-in Search

Last Voter Checked In

Smith, Terri @ No ID Provided Voter Info
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2. From the Voter Lookup screen, select “Undo Check-in”.

Election Date:3/31/2023 Clerk Station 3/24/2023 339 PM
Voter Lookup SOE Office
JODI L TEST SMITH . Aetun
No Vote By Mail Activity
Residence Address
15 HAUNTED HOUSE LN ANYTOWN, FL 12301
Precinct  Ballot Style
1AD7.2 2 1995-04-15
Mailing Address
Date of Birth Party Race Gender
41171997 REP White, not Hispanic  Female
Voter 10 Status DL#
501404223 Active 8530875976290

&=, undo Check-n &, Reprint Ticket

3. From the drop-down menu select a reason for the Undo Ticket and press “OK”.

e Left Without Voting — a voter was checked in but leaves before casting a ballot and their identity is
known

e Wrong Voter — a voter was checked in mistakenly while attempting to check in the correct voter

e Other
Election Date:3/31/2023 Clerk Station 3/24/2023 3:41 PM .
Select Undo Reason SOE Office SunnySeas[de County
Elections
JODIL TEST SMITH
Undo

5/412023 11:16:20 AM
Reason: Left Without Voting

Please select an undo reason and press OK. Election Day

VR Demo Election
% May 31, 2023

Crestviews Library
Precinct: 1A07.2

Left Withoul Vating

Voter Information
Terri Tabitha Smith
123 Haunted House Ln
Anytawn, FL 12301

~000% 2 5 ~
(=) Back ﬁ‘ Home
&

Precinct Official

4. An Undo Ticket will print automatically.
5. Give the Undo Ticket to the Manager who will staple it to the original Operator IB: VRS
Voting Pass and file in the EViD Accordion Folder. VD 15 BEA7AiS67%

Undo Ticket

If the voter was checked-in prior to the last voter processed on the EViD, consult with the Manager.
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C. Eligible Voter at Ballot Station
(Sections 101.045, 101.5608, Fla. Stat.)

If a voter has been checked in and has received a Voting Pass, issue the voter a ballot at the Ballot Station. It is
important to verify and give voters the correct ballot style because it allows the voter to cast a ballot with the
candidates that represent the area in which they live. Never leave the Ballot Station unattended. One ballot pad
of each ballot style may be on the Ballot Station table at a time.

1. SaytthO”OWingtOthe v R " S B S S S S S S SSSEESESEEEEEEEES
'oting Pass | Presidential Pr:hnnco Primary Election Ballot

voter: “Thank you for VR Demo Election Q@ 123 e Py =
VOting tOday. May | please ( Ballot Style: 123 Boleta Electoral Primaria do Prforencia Oficial Presidencial =

. Partido Republicano TR

have your Voting Pass?” Procmer1AGT 2 Condado da Buva, Fiorda =

H : Y00 ke 8 mataks, 83k fo & new bakor. Do nckross ouf o you v may not oot
2. Review the Voting Pass for Reg #: 126037469 il pemglig o e

. Para votar,
+ Si comete un efror, pida una nueva papeleta. No ko taches, o su volo no contas

any special messages. If it
does not have special
SMITH, CHELSEA

messages, proceed to Step Birthdate: 1/1/2000

3. If it does have special

messages (and no strike-

out appears), direct voter

to Help Desk. \BP(
3. Ma'Fch the number on the Slepmsion B 1%5"& I

Voting Pass to the style CHELSEA SMITH

number on the ballot that

you issue to the voter. E

Write the ballot stub

President
(Vote for One)

Presidente
(Vote por Uno)

<[ © Roque "Rocky” De La Fuente
© Donald J. Trump

0
H
F3
g

o| © Bt weid

123 Haunted House Ln
Anytown, FL 12301

ik, Stk Tniad 1 il Inniieleitlal Kk ain " L

Election Warker: VRS

number and your initials Site: Crestview Library
. . 3/17/2020 09:33:06 AM EE-12345678
OntheVOtlngPaSS.erte EE EEEEEEESEEEEESESEEEEEEEEN
your initials on the ballot J——
stub. Do not write on the
Ballot Stub #: 454 f( Ballot Style #: 123
ballot.
4. Carefully detach the ballot

from the pad and do not tear off more than one ballot at a time.

5. Show the voter that the ballot they are receiving matches the ballot style on the Voting Pass. Say to the
voter: “Please see that | am giving you one ballot with the correct ballot style.” Place the ballot inside
the secrecy sleeve and give them to the voter.

6. Refer to the demonstration ballot on display and say to the voter: “Fill in the oval to make your
selections. Do not use an X or ¥ on their ballot. Make only one choice per contest. You may use any
available voting booth, and then go to the tabulator to cast your vote.”

7. File the Voting Pass in the EViD Accordion Folder by first letter of last name.

DUVAL COUNTY
DEMONSTRATION BALLOT

DIRECTIONS: COMPLETELY FILL IN THE OVAL NEXT TO YOUR CHOICE.
FILL IN THE OVALS DARKLY AND COMPLETELY.
USE ONLY THE MARKER PROVIDED.
@B CORRECT (SOIWRONG () WRONG

26

160



ESC-0353-24

Appendix B

D. Voter Casts Ballot at Tabulator

Before a voter uses our digital scan vote tabulator, a OGmILL ® @
L . I & H
voter is given a ballot and a secrecy sleeve which he 11/30/2021

Tools Help

or she takes to the voting booth. After marking the
ballot, the voter places the voted ballot into the
secrecy sleeve, takes it to the vote tabulator to be
cast. The message screen on the tabulator should
read, “Insert Here” to indicate it is ready to accept
ballots. The DS300 ballot insertion screen animation
shows voters where to insert the paper ballot or
ballot card.

CHANNAHON PCT 001 Y 0 SN s ﬁ E a 2:22 PM

Insert Here

As a voter approaches the tabulator with their ballot, Zo— o—1
say the following: “Please remove your ballot from - O S '
the secrecy sleeve and insert your ballot in any
direction into the machine.” Remain four to six feet from the tabulator while the voter is casting a ballot. Do not
look at the voter’s ballot.

When the voter inserts their ballot, say the following: “Please wait a moment until we are sure your ballot has
been counted.” Wait for the screen that reads, “Thank you for voting. Your ballot has been counted.”

Once the ballot is accepted, say the following: “Thank you for voting. Please help yourself to an ‘l Voted’ sticker.”

Collect the secrecy sleeve from voter. Open the folder and place face down to ensure no ballots are inside.
Periodically return accumulated secrecy sleeves to the ballot station and check to be sure no ballots were left
inside.

The Public Count will start the day at zero and will increase by one after each ballot or ballot card is
accepted into the tabulator. The “Protected Count” on the tabulator screen indicates total number of
sheets scanned on the DS300 unit during its lifetime and is used for scheduling regular maintenance.

Error Messages at the Tabulator
e |[f ballot is rejected, instruct them to turn it over and re-submit.
o |[f ballot is still rejected:
o Instruct voter to place ballot in secrecy sleeve. Do not handle the ballot.
o Follow on-screen instructions to remedy the problem.

e If error message indicates “Over Voted Derorsaion Baliol

Contests”: Duval County, Florida
. . 08/04/2025
o Inform the voter, without looking at

the ballot, that the displayed message
is the reason the ballot was rejected, Over Voted Contests
and that the voter should follow the
instructions on the screen.

o Explain to the voter that they made
more than one selection in the same

contest and that the vote for that | Your ballot was not cast. Please take your ballot and see a poll
worker for help,

Public Count: 0
Protected Count: 18

You have made too many selections in 1 contest(s).

L
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contest will not be counted unless they complete a new ballot.

Direct the voter to the Help Desk.

e If error message indicates “Blank Ballot”:

O

Inform the voter that the ballot is an
undervoted (blank) ballot.

Ask voter to read the tabulator
screen. It will give them the options
of either correcting the ballot or
casting a blank ballot. It is the voter’s
choice.

If the voter intended to vote, but in
error did not make any selections,
the voter must select “Return” to
retrieve their ballot. In this case,
direct the voter to return to the
voting booth to make their selections

BMW
Olathe
11/30/2021

EN

Language

B B v

ESC-0353-24

?

Help

11:33 AM

Blank Ballot

You have made no selections on this ballot.

To correct your ballot press "Return” and see a poll worker for help.

To cast your ballot without any selections press "Cast Blank Ballot"

Cast Blank
Ballot

&

and return to the tabulator once they have marked their ballot.
If the voter intended not to make any selections, then the voter must select “Cast Blank Ballot” to

submit their ballot.

e For other error messages:
Consult with the Manager to solve the indicated problem.

O
O

i
A

E. Voter Flow Inside the Polling Room

If the tabulator will not accept ballots, alert the Manager for assistance. Once the Manager

unlocks the emergency compartment, calmly instruct voters to place ballots in the emergency
compartment slot. Say to the voter, “Your ballot is being temporarily placed in the emergency
compartment. You may return at 7:00 p.m. after the polls close to observe the ballots being
inserted into the tabulator to be counted.”

There are things that poll workers can do to ensure a smooth voting experience inside the polling room:

e Direct voters to available voting booths if necessary.

e Ensure five feet of clearance between the voter at a booth and those waiting in line.

e Direct voters to the tabulator once they have marked their ballot.

e Check the voting booths for uncast ballots and give them to the Manager.

e Remove and discard sample ballots, campaign material or other items left behind by a voter.

e Check for stray ballots in the voting booths and notify the Manager or the Assistant Manager so that the
proper procedure is followed.

e Check that accessible voting equipment is kept operational throughout the day.

e Provide prompt assistance to voters who request assistance in marking their ballot or casting their vote.
See Voter Asks for Help in Casting a Ballot or Using Equipment (p. 29).

28

The tabulator scans paper ballots and ballot cards the same way. The “Public Count” on the tabulator
screen provides the total for both ballot types.

If you see a Pink Provisional Ballot sleeve, do not allow the voter to insert that ballot into the tabulator.
Provisional Ballots are only to be placed into the Provisional Ballot Envelope at the Help Desk.
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Chapter 5 - Voting Situations
Voters may have needs which can be accommodated by the Precinct Election Board. Positive experiences when
voting build trust in our elections, so always be courteous and helpful.

A. Challenge to Voter's Right to Vote
(Sections 101.111, Fla. Stat.)

A voter’s right to vote may be challenged at the polling place on Election Day, or prior to Election Day in which
case there will be a notation on the precinct register in the electronic poll book. Any registered voter or poll
watcher of a county may challenge the right of a person to vote in that county. Direct the challenger and the
voter to the Help Desk.

B. Provisional Ballot
(52 U.S.C. Section 21082, Sections 101.048, 101.049, 101.111, Fla. Stat.)

Voters have a right to vote a provisional ballot in certain circumstances. This is a fail-safe mechanism provided
under both federal and state law. Managers may accommodate this at the Help Desk.

C. Voter Asks for Help in Casting a Ballot or Using Equipment
(Sections 97.061, 101.031(4), 101.051, Fla. Stat.)

If after entering the voting booth, the voter asks for more instructions on how to mark the ballot or use the
equipment, two poll workers of different political parties, if present, or, if not, two poll workers of same political
party, shall assist the voter. No one assisting the voter shall in any manner request, suggest, or seek to persuade
or induce anyone to vote for or against any particular ticket, candidate, amendment, question, or proposition.
After giving the voter instructions, the poll workers shall leave the voter to vote in secret. For more information
on assisting all voters, see Assistance at the Polls (p. 31).

D. Voter Asks for Another Ballot
(Sections 101.5608(2)(b), Fla. Stat.)

Voting Pass
VR Demo Election

If a voter makes a mistake on their ballot or ballot card, whichever is applicable, Ballot Style: 123
the voter may receive another ballot or a ballot card, as is applicable, unless the
ballot or ballot card has been cast in the tabulator. The uncast ballot or ballot card
that has a mistake on it is referred to as a “spoiled ballot.” Direct the voter to the
Help Desk. Once the Manager has filed the spoiled ballot, they will escort the
voter to the ballot station. At this point, the Inspector Tech will:

1. Issue the new ballot by drawing a line through the previous ballot stub

Precinct: 1A07.2
Reg #: 126037469

SMITH, CHELSEA
Birthdate: 1/1/2000

number on their Voting Pass to indicate the ballot was spoiled (i.e., 0075, ;i;:jv‘;"‘:f‘gggie tn JA/
0084, 0099.) _
2. Before issuing a third ballot, inform the voter that they will not be issued M’
a fourth ballot if they make a mistake on the third ballot. . od~
3. If three stub numbers have been entered and three ballots are spoiled, E‘Séiié,?;@,i',‘jw LHJ, =3

the voter may not receive another ballot.
Do not under any circumstances issue a fourth ballot! Do not under any _
. . Election Worker: VRS
circumstances issue another ballot to a voter that has already cast a Site: Crestview Library
- | 3/17/2020 09:33:06 AM EE-12345678
ballot into the tabulator!
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E. Voter Who Requested Vote-by-Mail Ballot Goes to Vote at Polls
(Section 101.69, Fla. Stat.)

A voter who has requested a vote-by-mail ballot may go instead to vote at the polling place.

Clerk Station 6/2/2023 11:20 AM
SOE Office

If the electronic poll book indicates that a vote-by-mail ballot was
mailed to the voter: Proceed with check in as usual and issue a
Voting Pass. See Voting Process (p. 18). Do not make a voter
produce their ballot to vote.

Active

08 530472793820

Registration Date
8/10/2004

However, If an Inspector Tech becomes aware of the vote-by-mail
ballot (voted or not) because it is visible or because the voter
indicates that they have it with them, the ballot must be
surrendered before they can be checked in and issued a new ballot

at the Ballot Station. & vome

ss for the voter correct?

® No & Wrong Voter

If the vote-by-mail ballot is returned, first mark the returned vote-by-mail ballot “Canceled” on the certificate side
of the ballot envelope and give the ballot to the Manager or Assistant Manager. Then, proceed with check in.

If a voter insists that they use their vote-by-mail ballot as a “sample” ballot, they may photograph their
own ballot as allowed by law and use the photo.

F. Voter Disputes Party Affiliation
If the voter disputes party affiliation, direct them to the Help Desk.

G. Voter Requests to Use Ballot-Marking Device

If the voter requests to use a ballot-marking device, they cannot check in at the Check-In Station. Instead, direct
them to the Help Desk to check in and receive their ballot. If the voter was mistakenly issued a Voting Pass at the
Check-In Station instead of the Help Desk, you must undo the check-in before directing them to the Help Desk.
See Undo Voter Check-In (p. 24).

Anyone can request to use the ballot-marking device. Do not ask questions regarding the health status
A of any voter as this is against the law. Direct the voter to the Help Desk if they wish to use the ballot-

marking device. For instructions on using the ballot-marking device, see Ballot-Marking Device (p. 35).
H. Secure Ballot Intake Stations for Voted Vote-by-Mail Ballots
(Section 101.69, Fla. Stat.)

The only place where a voted vote-by-mail ballot may be dropped off on Election Day is
the Supervisor of Elections Office at 105 East Monroe St. The designated staff members
should ensure that prior to the ballot being dropped off that the voter has placed and
sealed their voted ballot in the certificate envelope and signed the certificate. When the
polls close at 7 p.m., staff must perform ballot accounting procedures to account for the
ballots in the secure ballot intake station.
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Chapter 6 - Assistance at the Polls

The only time we may meet our voters in person is when they come to our polling place. We strive to make this a
positive and memorable experience for all voters. Best practices for all voters include assisting without judgement,
treating all voters equally and making no assumptions. When voters are satisfied with their voting process, they
tend to have more confidence in the election results and participate more in future elections.

A. Right to Assistance
(Section 101.031, Fla. Stat.)

All voters have the right to ask for and receive help in voting from any person other than their employer,
employer’s agent, or union representative; including but not limited to reasons of blindness, disability, inability to
read or write, or limited-language proficiency.

If a voter requests to use a ballot-marking device, do not check them in. Direct the voter to the Help
Desk to check in and receive their ballot card.

B. Voter Requests Language Assistance
(52 U.S.C. 10303(f)(4) and 52 U.S.C. 10503(b)(2)(A))

Some voters may need language assistance due to an inability to read, write, or speak English or because of
limited-English language proficiency. A voter needing language assistance must be allowed to:

e Bring along a person to interpret as long as that person is not an employer, an agent of the employer, or
union representative.

e Vote using a Spanish translated paper ballot or a ballot-marking device that provides the voter an option
to view and select contest choices in Spanish and produces a voter-verifiable ballot card with the voter’s
selections for subsequent tabulation.

e Have available for reading sample ballots, other voting and registration materials and information
translated in Spanish.

e Have language assistance provided by bilingual poll worker, professional translator services by phone,
interactive or virtual service for translation, or multi-language-audio-capable voting equipment.

The U.S. Election Assistance Commission’s glossary entitled “Election Phrases at a Glance — English to Spanish” is
available in each polling place. If you are serving as a bilingual poll worker, wear identification in the required
language at all times while in the polling place.

If a voter requests language assistance, direct the voter to the Help Desk.

C. Voters with Disabilities

(Sections 97.061, 101.051, 101.715, Fla. Stat.; Americans with Disabilities Act - 42 U.S.C ch. 126; Voting Accessibility
for the Elderly and Handicapped Act -52 U.S.C. ch. 201.)

Overview
All voters have the right to request and obtain assistance in voting. Some voters may have a disability that is not
visible or evident. Do not make assumptions about the needs of any voters. Regardless of the name of the
disability, the basic steps below should be followed:

e Treat every voter with the same dignity and respect you would want, expect, and deserve.
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e Be professional, courteous, and patient in words, tone, and actions.

e Use “People First” language. For example: “a person who uses a wheelchair” instead of “wheelchair
bound” or “a person confined to a wheelchair,” and “a person who is blind” instead of “a blind person.”

e Avoid outdated terms such as “handicapped” or “crippled” or contrived or potentially offensive terms
such as “differently abled” or “physically challenged.”

e Avoid using vague and exclusive group terms such as “they” or “them” for voters with disabilities.

e Speak directly to the voter, even if accompanied by a companion or caregiver.

e Treat assistive devices as an extension of the voter whether it is a wheelchair, scooter, crutch, walker,
cane, eye wear, hearing aid, prosthetic device, or orthotic device.

e Listen carefully to the voter to learn how to best help the voter. Explain the process and, if needed, give
the voter more time to complete the task at hand.

e Allow the voter with a disability to choose the accommodations the voter requires to vote (magnifying
sheet, headphones, tactile input pad, or assistance from two poll workers).

Cognition
A voter with a cognitive disability may have difficulty with memory, attention, reading, or sight.
e Use a calm demeanor.
e Use simple words and short sentences to explain the process.
e Repeat process as needed.
e Give the voter time to move through the process without feeling rushed.

Hearing
A voter who is deaf, hard of hearing, or with mild or moderate hearing ability may use a hearing device or an
interpreter. It may not be immediately obvious.

e Do not shout as it may make you harder to understand, especially if the voter reads lips.

e Speak directly to the voter, even if accompanied by an interpreter.

Mobility
A voter with a permanent or temporary physical disability may use a cane, a crutch, a walker, or a wheelchair to
move around. The degree of mobility may vary. For example, a voter using a wheelchair may still be able to use
their hands and arms or get out of the wheelchair and walk a short distance. A person with respiratory or heart
trouble may not appear to be mobility impaired, but he or she may need to sit down. Offer a chair with arms, if
available.
e Do not lean across a wheelchair user to talk to someone else or to shake another person’s hand.
e Make eye contact with the voter. If voter is in a wheelchair, be at eye level, if possible, by either sitting in
a chair or standing at a slight distance.
e Do not pull or touch a voter’s wheelchair unless you have received permission to do so. The chair is part
of the voter’s personal space.
e Ensure ramps provide the closest accessibility to the polling place. This is important not only for voters
who may be using wheelchairs but for voters who may be using canes, crutches, or walkers.
e Ensure ramps are not obstructed so they can be used without difficulty.
e Ensure there is a clear path of travel into and out of the polling area for persons who may be in
wheelchairs or using other assistive devices.
e Be aware of the reach limits of people in wheelchairs. If a counter is too high for a wheelchair user to see
over it, step around it to conduct business with the person.
e Do not grab a cane, crutch, or walker. People who use them rely on them for balance.
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Sight
A voter who is blind or has low vision may use glasses or a magnifying glass, or travel with a guide dog, a cane, or
a sighted guide, or be alone. Be prepared to offer assistance in orientation and reading to anyone who requests
it. It is not always obvious when a voter has a visual impairment.
e A poll worker should identify themself with name and title when approaching a person who is blind or
has low vision. When departing, let him or her know.
e Do not speak loudly to a person who is blind or has low vision.
e If voter asks to be guided, offer an arm or shoulder to guide and walk slightly in front of the voter.
e Describe the setting including any partly open doors, steps, or ramps.
e Do nottouch a person’s cane. If the person puts down the cane in an unsafe place, do not move it. Tell
the person kindly to move it. That way, the person will know where the cane is.
e Be specific with warnings such as stop, swerve, duck, or bend. Do not shout or use non-specific warnings
such as “Look out!”
e Be specific and non-visual with directions. Do not tell someone to turn left at the end of the desk. It
would be better to say, “Take five steps and turn left.”
e Read informational signs that appear in print on the walls of the polling place.
e Offer a signature guide, magnifying sheet or lens if requested by the voter.
e Offer the voter who is blind or has low vision the option of voting on the accessible voting device. If the
voter would rather have assistance, allow him or her to be accompanied in the voting booth by someone
of their choosing or two election officials.

Speech and Communication
A voter with a speech or communication disability may have difficulty with speaking, memory, or concentration.
It may not be immediately obvious.

e Be patient and do not interrupt. Wait for the voter to finish speaking.

e |f you do not understand or need clarification, restate what you understood.

e If needed or requested, provide the voter a pen/pencil and paper to write questions and answers.

D. Service Animals
(Title Il of the Americans with Disabilities Act, 42 U.S.C. Sections 12131-12134, and Section 413.08 Fla Stat.)

Voting precincts must accommodate voters who are aided by service animals. The provision of emotional support,
well-being, comfort, and companionship are NOT considered work or tasks for purposes of the definition of a
service animal. If a voter is using a guide dog, walk on the opposite side of where the dog is guiding the voter. Do
not talk to, distract, or otherwise touch service animals including their harness or leash. The service animal is “on
duty.” Never ask a voter why they have a service animal.
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Chapter 7 - Voting Systems Operation
(Sections 101.5601-101.5614, 101.56062, 101.5604, 101.56075, Fla. Stat.)

A. Overview

Poll workers should bring their Precinct Manual to the polling place with them on Election Day to be used as a
reference on how to set up the voting systems in the polling place, how to operate the voting equipment, how to
troubleshoot, how to lock the vote tabulator against further voting after the polls have closed, how to properly
relay vote totals, and how to handle the ballots after the polls have closed.

Although technology is used to conduct and administrate elections, all voting in Florida must be by
paper ballot, whether marked by hand or by using a ballot-marking device that produces a voter-

verifiable paper output. All marked ballots are cast into vote tabulators to be counted.

B. MiFi Hotspot
The Verizon MiFi Jetpack is a mobile Wi-Fi hotspot used to establish a wireless connection between the EViD units
at a polling place and the Supervisor of Elections data center.

Opening Procedures

The Manager will provide the Black Pouch
containing the MiFi jetpack. To turn on,
press and hold the round power button
(follow the red arrow) for 2 seconds. If you
need to wake the jetpack display, press and
release the power button. Check the levels

of your battery and wireless signal. The @ | Wi-Fi-ON Wi Name/
jetpack should be fully charged, but is - o i

4 / | Hel
typically plugged into an outlet unless (- m =)

wireless signal is low. If wireless signal is low,
unplug the jetpack and move it to a window
for improved signal. If MiFi jetpack is moved
due to low wireless signal and unplugged
with no outlet nearby, periodically check
every hour for battery percentage. If 15% or

. Battery Charge The battery is fully charged.
less, plug back into outlet or use an orange Indicator IEI:

extension cord.

Battery Charge @ the battery is critically low and the Jetpack will shut

Closi ng Procedures Indicator down unless the battery is connected to the charger.

Unplug MiFi jetpack from power outlet. To Battery AC Charging @ Displays when the Jetpack is connected to the AC
turn off the MiFi jetpack, press and hold the  ndicator charger.

power button (follow the red arrow) for 3

seconds. Select “OK” to shut down. You will

see a “MiFi Powering Off” message and the

screen will go blank after a few seconds.

Place the jetpack in the black pouch and

return it to the Manager.
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C. Ballot-Marking Device (ExpressVote)
The paper-based ExpressVote system uses touch-screen technology that
produces a paper record for tabulation. ExpressVote handles the entire ballot

marking process, eliminating unclear marks and the need for interpretation
of the voter’s mark.

Touchscreen
Access compartment

ExpressVote

To begin votiny, insert your card. ,.Ah' Side handle

4-.

|

e, |

Headphone g I|

jack iy slcsars |

|

Accessible A
device port

Battery status
indicator

vvvvvvv |
Power source
indicator

Ballot card

Access compartment

Audio-tactile
keypad jack

Election definition Sliding protective
media stick

USB cover

Official
Power switch

Voter

Mode switch
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Opening Checklist
The Manager will provide the round barrel key.

O
O

O
O
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Assemble the ADA table.

Pull the ExpressVote device out of its soft case and lay it face down
on the ADA table.

Pull the metal stand out and leave at a 45-degree angle.

Plug the power cord (located in the side pocket of the soft case)
into the ExpressVote device (flat side will face upwards) and make J
sure the power cord is firmly connected to the power block. ADA table
Plug the other end into the 110v power outlet.

Make sure your power block isn’t hanging off the table but rests
securely on the table.

Position the ExpressVote device upright facing forward.

The access compartment is located on the left side of the
ExpressVote device. Using the round barrel key, unlock and open
the access compartment.

Verify the Election Definition Media Stick is plugged in to the USB
Port (see diagram p. 35). If missing, consult the Manager.

Confirm the Mode Switch is set to “Voter”. Push the Power Switch
to the ON position and hold for 3 seconds. The device should
power up in 3 minutes but could take as much as 10 minutes. The device will be ready for voters as soon
as it is powered up.

Round barrel key

Close and carefully relock the access compartment. When closing the access compartment, be sure to
leave the tactile keypad cord through the aligned slot in the access compartment door.

Remove headphones from soft case and plug into the port on the front of the ExpressVote device.
Make sure to position the device where the screen is not visible to poll workers or other voters for
privacy.

How To Use
The ExpressVote printer is attached to the EViD Edge tablet at the Help 0001 Pollone

Desk. If a voter wishes to use the ballot-marking device, they must
check in at the Help Desk. A voter who chooses to mark their ballot
using ExpressVote will need to have a blank ballot card inserted into the
ExpressVote printer to use the ExpressVote ballot-marking device. The
voter’s ballot style identifier will be printed onto the blank ballot card
and then the voter may proceed to the ExpressVote device to mark their

ballot.

The following applies when voting using the ExpressVote:

1.

36

BMW_x

27/2019

To begin voting, insert your card.

The voter is given a blank ballot card and a secrecy sleeve at the
Help Desk to take to the ExpressVote booth. If a voter asks for
assistance, the poll worker will accompany the voter to the
ballot-marking device, and will assist as needed with the
ExpressVote’s accessibility features (font size, volume control,
tactile keypad, etc.). See Accessibility Features (p. 39).
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2. The voter inserts the ballot card into the ExpressVote face-up with the corner cut edge on the top right.
Once the display appears on the screen, the voter will be given privacy to vote and mark the ballot.

ExpressVote Paper Stock

Leading Edge

Corner Cut

3. The voter marks the ballot on a touchscreen either by hand, with an audio tactile keypad and
headphones, or by using voter’s personal sip and puff device by following the written and/or audio

instructions:

e Touch to select the name of the candidate or other contest choice. The system displays a check
mark and green highlighting to indicate the selection.
e To deselect a contest choice, touch the name or contest again. The system removes the check

mark and highlighting from the selection.

e The voter will progress through each contest on the ballot by selecting “Next Contest”.
e For contests that allow write-in votes, touch the write-in selection on the contest screen. The
system displays an on-screen keyboard. Touch the on-screen keyboard to enter the write-in name,

then touch “Accept”.

BEST AUTOMOBILE MANUFACTURER
Vote for One

0
FORD
MERCEDES VOLVO

[ LI .
GENERAL MOTORS Write-In

HONDA
(O
FERRARI
(O
JAGUAR

Contest 1 of 5

Next Contest =

FREDDIE MERCURY

Clear

r~d
b4

|

ABC Layout

Cancel
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The voter has an opportunity to review a summary of all ballot choices made. The voter should select
“Next Page” if there is more than one page of ballot choices. The voter may be alerted to an error on
their ballot summary. Ballot-marking devices do not allow a voter to overvote a ballot. When selections
are being reviewed by the voter, the system will alert the voter that one or more contests have been
undervoted, giving the voter the opportunity to select a choice if they wish to do so. However, a voter
can undervote the ballot if desired. To change a ballot selection, select “Return to Ballot” and to make
new ballot selections.

Texl Siee Display Help
BEST AUTOMOBILE MANUFACTURER BEST WAL ARTEST BEST ICE-CREAM FLAYOR
‘ot for Ono Waie for no more than Teo Vote for One
|2 []
FRAMNK SINATRA CHOCOLATE
| 1 1
MERCEDES ELWIS STRAWRERRY
L (I %
GENERAL MOTDRE PATSY CLINE VANILLA
I J L]
HONDA JAMES JOBLIN Wite-ln
| [}
FERRARI BUDCY HOLLY
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Once the voter is satisfied with the selections made, the voter should print the ballot by selecting “Print
Ballot” and then selecting “Print” on the confirmation screen. The voter should also review the selections
on the marked ballot card. If the voter requests another ballot, see Voter Asks for Another Ballot (p. 29).
The voter should cast the marked ballot into the vote tabulator.
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Return to Ballot

ExpressVote ballot card (marked)

Accessibility Features

ExpressVote also provides all voters T] |:] ”n ?
with a simple and inclusive voting Text Size Display Langﬁage Help
experience that conforms to ADA '

guidelines.
Button Description
Screen A!opearance Text Size Enables the voter to increase or decrease the size of
When using the touch screen to mark displayed text. Displaying an increased text size is
a ballot, voters can use the Title Bar sometimes referred to as zoom mode.
at the top of the screen to adjust the Display Enables the voter to change the screen display to white text
appearance of the screen (text size, ona !;)Iack backgrour.'nd and Efdjust screen brightness for the
. remainder of the voting session
display, and language).
Language Enables the voter to select a preferred language
Help Enables the voter to display the Help screen
Quit Enables a poll worker to quit the voting session
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-

Display

~—~
a5t Language

[ Black and White
== | English ["] Espafiol

Text Size

Retum to Ballot Return to Ballot

Return 1o Ballot

Audio-Tactile Keypad

The audio-tactile keys enable the voter to adjust the audio volume and tempo, navigate the ballot, use the black
privacy screen feature, and make contest selections. The keypad’s faceplate includes Braille labels identifying
each key. The following table describes how each button on the audio-tactile keypad is used to control the audio
and screen components of the voting session.

Button Description
Up Arrow Moves the cursor up the screen menu
Back Arrow Moves to the previous screen

Select Square

Selects the voter's contest choices

Forward Arrow

Advances to the next screen

Down Arrow

Moves the cursar down the screen menu

Home Return to the top of the ballot

Pause Stops the audio message momentarily; press once to
pause; press again to resume the audio

Sereen Diamond Press once to darken the monitor for privacy viewing.
Press again to return to normal display; the monitor
returns to normal display automatically at the end of
each session

Repeat Round Repeats the |ast spoken phrase of the audio

Tempo Cval Adjusts the audio speed

Volume Rectangle Adjusts the audio level

Assistive Technology Connections

The ExpressVote’s front auxiliary panel provides ports
for connecting peripheral audio and assistive
technology devices. The ADA port allows voters with
disabilities to connect a personal Rocker Switch
Device or Sip-and-Puff Device. A voter who cannot
use the touchscreen or the audio system can connect
an adaptive device to this port. The audio interfaces
on the ExpressVote unit provide voting capabilities for
voters who are blind or visually impaired. If the election includes audio, a voter can connect headphones to the
headphone jack. Headphones may be used in combination with other assistive devices. When you plug in an
assistive device, you will need to select “Continue” to begin voting with the assistive device.

ADA port Headphone jack
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Closing Checklist
The Manager will provide the round barrel key.

O
O
O

oad

O OO0

D. Electronic Poll Book (EViD)
(Sections 97.055, 97.0555, 98.461, 101.5608(1), 101.043(1), 101.045, 101.49, Fla. Stat.)

EViD (Electronic Voter iDentification) is an electronic poll book system used in place of
printed paper poll books to check in voters, determine whether they have already
been mailed or voted a mail ballot, update voter information, and direct voters in the
wrong location to their correct polling place. EViD units are used by Inspector Techs
to check in voters and EViD Edge tablets are used by Managers at the Help Desk.

Unplug the headphones.

Use the round barrel key to unlock the access compartment.

Flip the power switch to the “Off” position. A screen will appear with a 10-second countdown counter.
When the counter reaches zero (0), the unit will perform a controlled shutdown. To cancel the
shutdown, press the power switch to the On position before the countdown reaches zero.

Close and carefully relock the access compartment. When closing the access compartment, be sure to
leave the tactile keypad cord through the aligned slot in the access compartment door.

Lay the device face down.

Remove the power cord from the back of the device by sliding the sliding protective USB cover on the
plug back while gently pulling the plug out.

Unplug the other end from the 110v power outlet.

Close the metal stand on the back of the device. It will snap into place.

Return the device to its soft case. Place headphones back into the carrying case. Return the power cord
to the carrying case side pocket.

Disassemble the ADA table.

Signature pad

Soft-touch power button

Activator port

EViD

Activator

Power block
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Opening Checklist
The Manager will provide the EViD Activator. There are two EViD units in each case.

[0 Unlatch the black EViD case and remove the EViD unit from its hard case.

[0 Remove the power cord and power block from the case. Connect the power cord to the power block. Plug

the cord into the matching port on the back of the EViD. Plug the power cord into the 110v power outlet.

Remove the signature pad for each EViD and plug it into an available USB port on the back of the EVIiD.

Insert the EViD activator into the activator port on the right side of each EViD.

If available, plug the handheld scanner into any available USB port on the back of the unit. You must plug

in the scanner prior to powering on the EViD.

O To turn on the EVIiD, press the soft-touch power button located on the right side of the EViD. Be sure an
EViD activator stick is plugged into your EViD before you hit the power button. The unit will take a
moment to power up.

O When prompted, verify that the polling location is correct and select “Yes”. Verify that the date and time
are correct and select “Yes”.

[0 Use the on-screen keyboard to enter your initials to tell the EViD system who is operating this station.
Enter your initials in the field. Leave the field for Code blank. Select “Submit”. Your initials will be on each
Voting Pass that you issue. If you are going to step away from the EViD or rotate to another station, select
the white human figure icon on the Home screen to remove your initials.

[0 An Opening Report will automatically print. Tear off the Opening Report. One Inspector Tech should sign
the bottom of the report where indicated. Give the Opening Report to the Manager who will put it in the
front of the EViD Accordion Folder.

O Unplug the EVID activator from the USB port and return it to the Manager.

ooad

@ To clear the keyboard from the screen, select the “X” in the bottom right corner of the screen. To
backspace, select the left arrow at the top right of keyboard.

Election Date:5/31/2023 Clerk Station 6/2/2023 12:42 PM
Election Worker Login SOE Office

Initials

VRS
Code

| [ofofsfa]s]ef7fsfo]o]-

b law]efrfefylulifofefi]i]

[alsfafeloln]ifufif:] Jenter
o fmf [/
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Changing EViD Printer Paper
To remove the printer roll, press the black lever on the top left side of the EViD unit. The top pops up. Lift out the

roll and put a new roll in with the paper feeding up and over the top. Snap the lid back in place. If the EViD
doesn’t print properly, you may have put the paper in backward. Extra rolls are located at the Check-In Station.

How To Use
To check in a voter on the EViD see Voter at the Check-In Station (p. 18).

Closing Checklist

The Manager will provide the EViD Activator.
O Insert the EViD activator into the activator port on the right side of each EViD.

[0 Exit Fast Voter Check In by selecting “Exit” at the bottom of the screen.
[0 The number of ticket totals to print should be pre-filled to “1”. Select “Exit Program”. A Closing Report will

print and the unit will power down automatically.
O Give the Closing Report to the Manager to place in the EViD Accordion Folder.
[0 Remove activator and return it to the Manager to place in the Black Pouch.
[0 Place the system components back in the case carefully and close and lock the case.

Election Date:3/31/2023 Clerk Station 3/24/2023 2:27 PM
EViD Home SOE Office L&A-Sunnyseaside
Count )
Scan ID __anty Elections
u-nnﬁuwuuun,”.ﬁ.ﬂ

-0r-

Closing Repors

TOTALS rog dun 1, 2023

%

Dawntour Library

Voter Check-in Search

Precincts:
Summay Statisties B
Last Voter Checked In: Regular g I,
) T
@ No ID Provided Voter Info ik °
Povis 013 BJ"OE.:
Toral EJL‘ IQ-%’

More Wait Time VRS Mess @ %
® Precinet
'@ Regular 3 1epe.
Total E"L‘L ID.!;!

/ F-avis ;49 EBaliots:

Total IoL'L‘ Iu‘:

Overall Tota ¢

[
Operator ID: vRg

EEY{D Version: 32139
- :h‘l;) l?; EEDJB-IGBOCMM
nd Time: 6/1/2023 08:09:43
AM .

Election Date:5/31/2023 Clerk Station 6/2/2023 12:31 P
SOE Offi

Exit EViD Program

Number of totals tickets

-

‘ S Exit Program ’ N Restart Program
—————

43

177



ESC-0353-24

Appendix B

E. Vote Tabulator (DS300)
(Sections 101.5606, 101.5608(2), Fla. Stat.)

The DS300 tabulator is a digital scan voting system that scans paper ballots and ballot cards to tabulate vote
totals. The tabulator is attached to the top of the ballot box which contains a ballot bin and emergency
compartment.

Touchscreen

Audible alert

Ballot box lid
speaker

Rear access

Tabulator compartment \

Ballot card feed

— Paper ballot feed

e |
o — Smart card slot

(for future

Locked cover development)

of front access
compartment

Lock to secure touchscreen
Thermal printer cover in closed position

Emergency
compartment

Ballot bin

Tracking #
Serial #

Flat black key Flat silver key

The locks on the DS300 are pick-resistant locks requiring that the key be pushed in while turning to
unlock. The key does not need to be pushed in while locking. Also, the compartment locks must be in
the locked position for the key to be removed.

Opening Checklist

Two Inspector Techs open polls on each tabulator by following the tabulator DS300 Procedures Card located in
the ballot bin. One reads the instructions while the other completes the actions. The Manager will provide the flat
silver key, the flat black key, the Broken Seals Envelope, and the DS300 Tape Envelope needed for the opening
procedures. The Manager and Assistant Manager will observe and will complete the Chain of Custody Log.

[0 Verify that the numbers on the three white seals on the front of the DS300 (sealing the tabulator,
emergency compartment and ballot bin) match the numbers preprinted on the Chain of Custody Log.
Break the three front seals and place them into the Broken Seals Envelope.

44

178



Appendix B

ESC-0353-24

With the flat silver key, unlock the ballot bin and remove the ballot pads and place them at the Ballot
Station. Place a ballot pad of each style at the Help Desk. Remove the blank ballot cards for the
ExpressVote and place them at the Help Desk. Remove the box of EViD tape and place at Check-In Station.
Remove the flag and flag base and place at the Help Desk. The ballot bin should now be empty. Close and

relock the door.

Make sure the emergency compartment is empty and that the steel flap is in the up position so that no

ballots can be inserted. Close and relock the door.

Using the flat silver key, unlock the ballot box lid, release both latches and raise the lid. Verify that the

serial number and tracking number on the top of the
tabulator matches the preprinted numbers on the Chain of
Custody Log.

Remove the power cord on the back of the DS300 and plug
it into an electrical outlet. Make sure to also use the
attached cube surge protector provided. The surge
protector’s orange light should be on, confirming you have
power from the outlet.

Using the flat black key, unlock the front of the tabulator
and lift the screen open. After waiting 60 seconds, you will
see a status bar scroll across the screen. Verify that the
power plug icon is visible in the top right corner of the
screen. If the tabulator does not power on automatically
and you have confirmed there is power to the unit (orange
light on cube surge protector), use the flat black key to
unlock the front access compartment. Press the Power
button, make sure you see the green light, and then
immediately close and lock the front access compartment.
The DS300 will display a boot-up screen and then begin
printing a configuration report tape. Do not tear off the
tape yet.

Two green checks will appear on the screen. Verify the
precinct is correct on the screen. Select the green button
that says, “Open Poll”. The Zero Tape will begin to print.
Tear off the Zero Tape. All totals on the Zero Tape should be
zero. All poll workers (except Deputy) verify zero totals and
sign the Zero Tape. Place the Zero Tape in the DS300 Tape
Envelope provided by the Manager.

Select the green “Go to Voting Mode” button to open polls.
Remove red memory stick label seal on the top of the
DS300 and place it on the Chain of Custody Log.

If there are no discrepancies, the Manager and Assistant
Manager should sign the Chain of Custody Log. Return the
Broken Seals Envelope, and the DS300 Tape Envelope to
the Manager. If discrepancies are found, the Manager
should report them immediately.

o Thi poll 1= apen and the voling Sewce |5 now ready for voting

For repan oplions press "Report Oplions™ now.
To start accepting ballots press “Go to Voting Mode”,

Please close the access door and place the key
in & secure location

St Vet

o Gneck your pol workes insiructions far furier desais on poll opening tasks

OGILWILL
Will
11/30/2021

CHANNAHON PCT 001 Publiecouncd

rotected Count: 0

B 59 o01am
Configuration Report

Printing report. Please wait...

Cancel

Printing

0 This votmg device i ready for poll 10 be opened

thecwn definition found: 0GILWILL
1 CHANMAHOMN PCT 001

V Plugged inta electricity!

Make sise the efechon detinion is comect and Shat fhere |5 report papes in the
0 W) MBCTE DSOS CONGIRInG With DRemng the poll
[

Don't Open -
Turn Off 9

Place the DS300 Procedures Card at the Help Desk until it is time to close the polls on the DS300.
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All tabulators delivered to a polling location should be open and in use until the polls close.

Return inside CHAIN OF CUSTODY LOG
the PURPLE BAG

PRECINCT: 101 SECTION 1 ELECTION DATE: March 19, 2024
DS300 Seal Seal Seal
; DS0111320210

Serial # 100 80431 80432 80433

Tracking # DS077 Seal #

DS300 Seal Seal Seal

Serial # DS300

Tracking # Seal #

Place Memory Stick Label Here

I hereby certify that the seal numbers recorded above correspond to those affixed to the DS300 prior to opening the polls and that there is

no evidence of tampering.
Cax i‘.v\ﬂg,\%u;ll

Precinct Manager's Signature Assistant Manager's Signature

SECTION 2 - PROBLEMS AND CHANGES
Record here any problems with the machines. Use the reverside if necessary.

Replacement DS300 Serial # Tracking # Place Memory Stick Label Here
Replacement DS300 Serial # Tracking # Place Memory Stick Label Here
Precinct Manager's Signature Assistant Manager's Signature
SECTION 3 - AFTER CLOSING THE POLLS
Ds300 56011132621 Seal Seal Seal
Serial # ! 0 DS300 =
a > ( 2 %7
Tracking # DSe77 Seal # (3345 [B246 (22
DS300 Seal Seal Seal
Serial # DS300
Tracking # Seal #
Return Voted Ballots Only in Red Voted Ballot Bags
RVB1 RVB 2 RVB 3
SEAL# SEAL # SEAL #

l "‘Jh'%u‘il ?_'I.Tﬁc| Lgedq |

| hereby certify that the numbers recorded above are affixed to the DS300 and Red Voted Ballot Bags (RVB's) after the close of the polls.

Cax a;MAQ-

N4

Precinct Manager's Signature Assistant Manager's Signature

SECTION 4 - TRANSPORT TO THE DROP ZONE
The following persons are responsible for transporting the BALLOTS and RED VOTED BALLOT BAGS to the DROP ZONE for this

precinct .

T/ = ja/ln, 6I+L/H—-—-
Precinct Managers Signature Board Member :
Date and time of departure from polling site g /l L‘{ 2% at CD H @ pmM

Chain of Custody Log

ESC-0353-24
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How To Use
To assist a voter in casting their ballot in the tabulator, see Voter Casts Ballot at Tabulator (p. 27).

Closing Checklist

Retrieve the DS300 Procedures Card from the Help Desk. Two Inspector Techs close polls on each tabulator by
following the DS300 Procedures Card. One reads the instructions while the other completes the actions. The
Manager will provide the flat silver key, flat black key, Chain of Custody Log, DS300 Tape Envelope, Gray
Unscanned Ballot Bag, Red Ballot Bag(s), Extra Seals Envelope, Unofficial Election Results sheet, and the Black
Pouch needed for the closing procedures.

[0 Using the flat silver key, unlock the emergency compartment. If
there are any ballots in the emergency compartment, tabulate
them through the DS300. Voters who placed their ballots in the
emergency compartment may witness the scanning process even
though the polls are closed. Place any rejected ballots in the Gray
Bag.

O Using the flat black key, unlock the front access compartment and
lift open. Press and hold the “Close Poll” button for two seconds. It

will flash orange. Front Access Compartment
[0 A message will appear on the display screen to close the polls.

Select “Close Poll” on the DS300 screen to close the polls.

OGILWILL “+4 VOTING RESULTS REPORT **+
Will 0 rd 1:08 PM April 22, 20YY
s : .
Unit Serial Number: 3020420012
11/30/2021 s Help Machine ID: 1234
. . County USA
< = < Public Count: 0 27 A :2’ C USA
CHANNAHON PCT 001 ol f B 2zspm y County

01 AnyCounty Poll
Election Date: July 04, 20YY
Pol1 Opened Date: July 04, 20YY
Po11 Opened Time: 8:00 AM

You have chosen to close the poll for this voting device. Poll Closed Date: July 04, 20vY
Poll Closed Time: 9:00 PM

. " . Pol1 Voting Report
To return to voting mode now, press "Don't Close - Keep
» o Total Ballots: 11
Voting".
FOR GOVERNOR
5 - = = Number to Vote For 1
To continue closing the poll, press "Close Poll". AEP_ED MOMAHON
DEM-JOHNNY CARSON
LIB-MERV GRIFFIN
Write-in

oOrNw

FOR COUNTY CLERK
e Check that there is report paper in the voting machine before continuing with Derizo Yots Fop

closing the poll. REP-ELVIS PRESLEY
DEM-WLADZIU VALENTINO LIBERACE

LIB-KAREN CARPENTER
Write-in

™

Hint

onmw

@ ’ QUESTION 1:

Don't Close -
Keep Voting @ ‘ Close Poll

FOR 6
AGAINST 4
WE, THE UNDERSICNED, DO HEREBY CERTIFY
THAT THE ABOVE RESULTS ARE A TRUE AND
. . . . ACCURATE ACCOUNT OF ALL BALLOTS COUNTED
[0 Two copies of the Results Tape will print. Tear off the first Results AND THAT ALL COUNTERS WERE ZERO (0) WHEN
ILLS OPENED AND THAT THE ELECTION WAS
. . oy . HELD IN ACCORDANCE WITH THE LAWS OF THE STATE.
Tape and have all poll workers (except Deputy) sign it. Place it in
the DS300 Tape Envelope. ELECTION JUDGE

ELECTION JUDGE

ELECTION JUDGE
01 AnyCounty Poll
Unit Serial Number: 02095350655
Machine ID: 12345

** END OF REPORT ***

Results Tape
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[0 A screen will appear indicating signal strength.

Select “Begin Modem Process” to transmit results.

O If a “Successfully Sent Results” message appears
on the screen, select “Exit”. If transmitting results
fails, attempt to resend. If that attempt is not
successful, alert the Manager.

[0 When the results have been successfully
transmitted and all tapes have printed, select
“Finished-Turn Off”. It will take a minute or so for
the DS300 to shut off.

[0 Affix the second Results Tape to the Unofficial
Election Results sheet and post conspicuously
within the polling room near the entrance and
visible to the outside.

O When all lights have gone out on the DS300
remove the memory stick and place inside the
black pouch to be returned in the yellow bag.
Close and lock the front access compartment.
Close the screen. Lock the tabulator with the flat
black key.

[d Using the flat silver key, unlock the ballot bin
and remove all voted ballots. Arrange voted
ballots in stacks of manageable sizes. Place
voted ballots in Red Bag(s). Do this neatly and
do not toss ballots in bags as this results in folds
and tears.

[0 Using the seals from the Extra Seals Envelope,
place one seal on each Red Bag used for marked
ballots. Place the seal through the zipper hole
and then through the ring and seal. Do not seal
the bag handle.

[0 Retrieve used stub pads (including partials) from
the Ballot Station and place in the Blue Bag with
Red Handles.

[ Retrieve all unused and unopened ballots and
ballot cards from the Ballot Station and the Help
Desk and place them in the ballot bin. Retrieve
the box of EViD tape from Check-In Station and
place it in the ballot bin. Retrieve the flag and
base from the Help Desk and place them in the
ballot bin. Nothing else should be inside the
ballot bin. Lock the ballot bin.

BMW
Olathe
11/30/2021

Public Count: 346

Poll One Protected Count: 982

“"i Current Signal Strength

e —

‘ Heginfodem ’ Cancel Modem
Process
~—

BMW
Olathe 4
11/30/2021

Help

Public Count

Poll One Sl B B 1osPm

Modem Operation

\/ Successfully sent results.

0GILWILL
Will B ©
11/30/2021

Write-Ins. Admin

f B ¥ 1050am

N ., Public Count: 0
CHANNAHON PCT 001 ‘= Protected Count: 0

o This voting device has been successfully closed.

To re-open poll (if enabled) for this voting device now, press
"Re-open Pall".
For report options, press "Report Options" now.

o Check your poll worker instructions for further details on paoll closing tasks.

Hint
el ©

Re-open Poll e gzrtjigrr:s

[0 Close the lid and latch locks. Lock the top with the flat silver key. Unplug and roll up power cord.

The repacked tabulator and sealed red bags are now ready for the Manager’s Chain of Custody procedures.
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Chapter 8 - Closing the Polls
(Sections 100.011(1), 101.049, Fla. Stat.)

A. Announcement

At the scheduled closing hour at 7:00 p.m. on Election Day, the Manager shall announce that the polls
are closed and that anyone in line will be allowed to vote. The Precinct Election Board must complete
steps including, but not limited to, securing equipment and ballots. After all voters have finished voting
and the polls are closed, the proceedings are open to the public.

B. Voters in Line at Close of Polls

All eligible voters standing in line at the polling place by 7:00 p.m. on Election Day shall be allowed to vote. The
Deputy shall stand behind the last person in line to clearly mark the end of the line and establish a cut-off point.
Any voters in line after the closing time must be issued a provisional ballot at the Help Desk.

C. Securing Voting Equipment

Once all voters in line by close of polls have voted, the Precinct Election Board must secure the voting device so
that no more ballots may be cast. Then, the Precinct Election Board shall complete all Election Day closing
procedures. The public is permitted to witness the closing of the polls, but no photography is allowed.

D. Closing Procedures
Technology
Inspector Techs work with the Manager or Assistant Manager to turn off and pack up the MiFi hotspot, electronic
poll book(s), ballot-marking device(s) and the tabulator(s).
e Turn off and pack up the MiFi hotspot. For instructions, see Mi-Fi Hotspot (p. 34).
e Turn off and pack up the ballot-marking device(s). For instructions, see Ballot-marking Device (p. 35).
e Turn off and pack up the electronic poll book. For instructions, see Electronic Poll Book (p. 41).
e Turn off and pack up the tabulator(s). For instructions, see Vote Tabulator (p. 44).

Clean Up
All poll workers are responsible for cleaning up inside the polling room.
e Return your badge to the Manager.
e Break down all voting booths and tables.
e Put away all precinct equipment, signs and supplies prior to leaving.
e Make the polling place look as clean as it did upon your arrival.
e Bring back into the polling room all cones, the A-frame precinct sign and the call bell.
e Position all equipment delivered by moving company back into the same location and arranged in the
same manner as it was found in the morning.

polling site has been returned to the way it was found. Do not leave the polling place until dismissed by

g You are responsible for the condition of your polling site. The Manager will not dismiss you until the
the Manager. Leaving prior to dismissal will result in employee termination.
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Chapter 9 - Contingency
(Sections 102.014(5)(k), 102.031, 102.101, Fla. Stat.)

A. Security
On Election Day, maintain a heightened awareness for potentially threatening activity such as suspicious vehicles,
persons, or packages near the polling place. Report any suspicious activity to the Manager immediately.

Carefully monitor loitering in or around the polling place.

Be aware of strange or suspicious vehicles parked for prolonged periods near the polling place.

Be certain the polling place access points--Entrance and Exit--are clearly marked.

Be certain all workers wear proper identification credentials as required by law.

Limit voter access points to the facility. Use signage to identify access points and enforce any building access
restrictions that exist.

Encourage all poll workers to be particularly vigilant in preventing voters from accessing areas of the
building not used for voting.

Make sure your phone is charged and turned on.

Identify evacuation routes and assembly areas 100-300 feet away from the building.

Avoid exiting the polling place alone at night. All poll workers should exit the building together after being
dismissed by the Manager.

Active Shooter
Active shooter situations are unpredictable and evolve quickly. Call or text 911 if you can.

50

AVOID|DENY|DEFEND

AVOID | DENY | DEFEND™

During an act of violence (robbery, hostage situation, workplace violence, active shooter, etc):

AVOID starts with your state of mind.
+ Pay attention to your surroundings
» Have an exit plan
* Move away from the source of the threat as quickly as possible
» The more distance and barriers between you and the threat, the better

DENY when getting away is difficult or maybe even impossible.
* Keep distance between you and the source
« Create barriers to prevent or slow down a threat from getting to you
+ Turn the lights off and silence your phone
* Remain out of sight and quiet by hiding behind large objects

DEFEND because you have the right to protect yourself.
« If you cannot AVOID or DENY, be prepared to DEFEND yourself
+ Be aggressive and committed to your actions
+ Do not fight fairly. THIS IS ABOUT SURVIVAL.
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B. Medical or Emergency Event

In the event of a medical or other emergency requiring assistance from the police, fire department, or medical
personnel, call 911 and alert the Manager to report the incident. If the polling room must be evacuated, the
Manager will announce it and the tabulator must be unplugged and rolled out of the polling room.

C. Power Outage

If there is a power outage at the polling place, the Manager will notify the Supervisor of Elections Precinct Hotline
immediately. Provide voters with flashlights if needed. If an evacuation is needed due to power outage, the
Manager will announce it.

Paper Register Procedures
Do not use the paper register procedures to check in voters unless directed by the Manager. The Manager will
provide the White Bag containing the paper register.

1. Use the heavy paper provided in the Blue Bag to separate the paper register and list the alphabet for
voters to know which check-in table to use (i.e., A-G, H-M, etc.).

2. Move the ballot pads from the Ballot Station to the Check-in Station. During paper register procedures,
ballots are issued at the Check-in Station by the Inspector Tech as voters are checked in.

3. Open the sealed White Bag and begin checking in voters with the paper register.

Voter name & Ballot style
residential address
Assistance text Voter Inspgctur
signature | statys initials
text 1
Sampson, John F v mm 2 Y R
1200 Apalachee Pkwy APT 344 Picture Perfect ASSISTANCE REQUIRED I“mmmllmml'mm VALL
______ _loy041922 P MINpal T T T M — L S
Birthdate Bar code of Voter ID
Voter ID number below
Race
Sex
Party
Register Column Title Contents
NAME AND ADDRESS Voter’s name and residence address
DATE OF BIRTH Voter’s birth date
RACE Voter’s race:

| = American Indian/Alaskan Native
A = Asian/Pacific Islander
B = Black, not Hispanic

H = Hispanic

W = White, not Hispanic

O = Other
SEX M = Male

F = Female

U = Unknown
PARTY Voter’s party code
(no column title) Bar code with voter’s registration number
(no column title) Voter signs here. Various special messages are also displayed here.
STYLE Numerical code used to identify voter’s ballot style
INSP INIT Inspectors enter initials in this column
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Special Register Message Location Meaning
ASSISTANCE REQUIRED Spans date of birth, Voter needs voting assistance.
race, sex, party
columns
INACTIVE VOTER Spans date of birth, Voter moved and has not voted for two
race, sex, party general elections. Disregard this notation.
columns
*Protected* Date of Birth Voter’s address is protected from the public
record
ABSENTEE REQUESTED Signature column Voter has requested and possibly voted an
absentee ballot.
*** VOTED EARLY *** Signature column Voter has voted early.
*** VOTED ABSENTEE *** Signature column Voter has voted absentee.
* VOTED PROVISIONAL * Signature column Voter cast a provisional ballot during early
voting.
Pending: Must Vote Signature column Voter’s registration is awaiting verification.
Provisional Voter must vote provisional.
Challenged: Must Vote Signature column Voter has been challenged and must vote
Provisional provisional.
Potentially Ineligible Signature Column Voter may only vote a provisional ballot.

Signal the next person in line and say the following: “Welcome! May | please have your photo and

signature ID?”. To verify the identity of the voter, see Voter at the Check-in Station (p. 18).

Find the voter’s name on the register. If necessary to find the voter’s name, ask voter for date of birth. If

voter’s name is not on the register or if the voter’s name has changed, direct the voter to the Help Desk.

Check for special messages printed on the register. If there is a special message on the register, the issue

must be resolved before the voter may sign the register to receive a ballot.

e If the register indicates “ASSISTANCE REQUIRED”, see Assistance at the Polls (p. 31).

e If the register indicates “INACTIVE VOTER” or “*Protected™*”, you may disregard the notation.

o |If “ABSENTEE REQUESTED” is indicated and the voter is returning the vote-by-mail ballot, first mark
the returned vote-by-mail ballot “Canceled” on the certificate side of the ballot envelope and give the
ballot to the Manager or Assistant Manager. If the voter does not have the vote-by-mail ballot with
them to return, direct the voter to the Help Desk to vote a provisional ballot.

e |f “VOTED ABSENTEE”, “VOTED EARLY”, “VOTED PROVISIONAL”, “Pending: Must Vote Provisional”,
“Challenged: Must Vote Provisional”, or “Potentially Ineligible” is printed in the signature column,
direct the voter to the Help Desk.

Point to the line where the voter should sign. Do not turn the paper register around. The register is

designed with the signature line facing the voter. The voter signs underneath their name. Compare

signature with that on voter’s ID. If the signatures do not match, direct the voter to the Help Desk.

Select proper ballot for voter as indicated on the register. Select a ballot with this same code in its upper

left-hand corner. Initial register in box provided and initial ballot stub. Write the stub number in the space

to the right of the voter’s name underneath the ballot style.

Show the voter that the ballot they are receiving matches the ballot style on the paper register. Say to the

voter: “Please see that | am giving you one ballot with the correct ballot style.” Place the ballot inside

the secrecy sleeve and give it to the voter.

Direct the voter to voting booth to mark the ballot. If the voter requests the use of a ballot-marking

device, direct the voter to the Help Desk.

After the voter has marked their ballot, direct them to the tabulator. If there is battery backup power

available to the tabulator, see Voter Casts Ballot at the Tabulator (p. 27). If no battery backup is available,
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the tabulator’s emergency compartment can be unlocked by the Manager and used. In that case, instruct
voters to cast their ballots into the emergency compartment. Say to the voter, “Your ballot is being

temporarily placed in the emergency compartment. You may return at 7:00 p.m. after the polls close to
observe the ballots being inserted into the tabulator to be counted.” Offer the voter an “I Voted” sticker.

D. Extended Polling Hours
(Sections 101.049, 101.048 Fla. Stat.)

Extended Polling Hours are a rare occurrence, but it is important to be prepared for this situation if it should
occur. Procedures for Extended Polling Hours are very different from regular polling hours. Any person voting
after the last person who was in line during the scheduled closing hour of 7:00 p.m. on Election Day must vote a
provisional ballot. These provisional ballots must be kept separate from all other ballots cast during regular
voting hours. Because all voters need to be issued provisional ballots during Extended Polling Hours, Inspector
Techs will be permitted to issue provisional ballots rather than send voters to the Help Desk. The Manager will
convert all EViD units over to the Extended Hours setting.

At Close of Regular Polling Hours at 7:00 p.m.

The Manager will provide the Deputy with a pink Provisional Ballot Envelope from the Help Desk. The Deputy will
give the Provisional Ballot Envelope to the first person in line after the regular close of polls at 7:00 p.m. This voter
does not need to do anything with the envelope. The envelope indicates that this voter will be the first voter of
Extended Polling Hours. The Deputy will stand behind the last voter who is in line waiting to vote for regular polling
hours. The Deputy will remain behind this voter until the voter checks in to vote.

After Last Voter in Line During Regular Polling Hours Casts Ballot

After the last voter in line at the close of regular polling hours at 7:00 p.m. casts a ballot, the Assistant Manager
and one Inspector tech will close polls on the DS300. See Closing Checklist (p. 47). Complete all the steps but do
not repack the tabulator’s ballot bin with the leftover ballots at this time.

Distribution of Supplies for Extended Polling Hours
The Manager will distribute supplies for Extended Polling Hours:
e Pink Provisional Ballot Envelopes will be placed at the Check-In Station.
e Pink Secrecy Sleeves will be placed at the Ballot Station and the White Secrecy Sleeves will be removed.
e A Green Bag will be positioned near the tabulator. An Inspector Tech will stand beside the bag at all
times. Voters will cast their pink Provisional Ballot Envelope into this bag. This bag should never be
unattended!
e One Inspector Tech should pass out clipboards loaded with the Pink Provisional Envelopes and pens to the
next few voters in line and explain what should be completed on the envelope.
e The Manager will be at the Help Desk and the Assistant Manager will be at the Ballot Station.

At Check-In Station During Extended Polling Hours

Pick up a Pink Provisional Ballot Envelope and say to the Extended Polling Hours voter, “You are voting under
Extended Polling Hours provisions in FL law. After you mark your ballot, you will put it into this Provisional
Ballot Envelope and seal it. You will tear off the top flap which has a tracking number so you can track the
status of your ballot on our website.” Do not give the envelope to the voter yet.
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Voter Search on EViD During Extended Polling Hours
Before you begin checking in voters, you should see a new Home
screen much like the regular polling hours Home screen, but
make sure your EViD shows “Extended Hours” at the very bottom
of the screen. If you do not see “Extended Hours” on your EViD
screen, consult with the Manager before checking in any voters.

Follow procedures for Voter Search at the Check-in Station (p. 19).

After you find the voter, verify that the voter’s name and address

ESC-0353-24

Election Date:5/31/2023
EViD Home

Clerk Station 6/6/2023 3:59 PM
SOE Office
Scan ID
-or-

Voter Check-in Search

Last Voter Checked In:

@ noroProviced Voter Info

More Wait Time VRS Messages Exit

Today" Voting Passes: 0

are correct and select “Yes”. On the Provisional Ballot Entry screen, you will enter the tracking number found on
the flap of the pink Provisional Ballot Envelope. Enter the same number into both fields and select “OK”.

PROVISIONAL BALLOT
VOTER'S CERTIFICATE AND AFFIRMATION

(Section 101.048(3) and 101.049, Florida Statutas)

Voters
Voter's copy F.S. 101.048 (5) & (6)

YOUR BALLOT WILL NOT COUNT
IF YOU DO NOT VOTE IN THE CORRECT PRECINCT

PROCEOURES FOR DIGITAL SCAN VOTER TO FOLLOW:
A 10 feant of e Help Dekc Offlal, you MUST COMPLETE AND SIGH s Previsionil Sallat Vaters
and Afirmation,

Notice of Rights for
Provisional Ballot

provisional ballot. A decision will be
made by the election canvassing
board if you are an ehgidle voter in
fotowing the electon.

NOTICE: You have voted a

rificatz 1o the help desk oficlal towinees.
o balloh In saceat,

—

op Flap

Felap: Bech 1515 1 sk it bt e oot Envelope

You have the right 10 find out ¥ your
ballot was counted, and # not, the
reason why. Please go directly to
duvalelections.com/voter information
and select provisional ballot status.
then enter the tracking number in the
box below. This is not @ baliot
number, only a provisional ballot
Ph: (904) 630-1414
—
Duval
Supervisor of Elections

envelope identifier.

Fax: (904) 630-2920
(| 02728
County

=z Tt

s Election Date:6/1/2023
| Provisional Ballot Entry

Provisional
4 Other

Voter Name
Jonathan Smith

Cut s Homba- stoc

=
ESS— 35 1 ol G2sk O (st 9 oot by Help Dosk Rl
= D

Election D m Eall Sty

Envelope Front Side

Clerk Station 6/2/2023 12:04 PM
igw Library

Tracking Number
(02728
Confirm Tracking

02728

The voter will sign the signature pad and you will verify the signature matches the ID provided, return the ID, and

issue a voting pass.

A
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prompted and direct the voter to the Help Desk.

If you encounter any situation in which you would have directed a voter to the Help Desk during regular
polling hours, the same procedures apply. Do not check in the voter. Print the Help Desk Ticket when
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Issuing the Pink Provisional Ballot Envelope
Before you direct the voter to the Ballot Station, you will need to mark the Pink Provisional Ballot Envelope. The

top portion of the front of the envelope is for the voter’s information. Since you have already checked in the voter
on the EViD, the voter does not need to complete or sign this section.

Front of the Envelope: Fill out the Witness of Help Desk Official completely. Sign on the line for “Help Desk Official
Signature” and print your name underneath. Although there is a space for the Manager to sign, only one

signature is required by law.

Witness of Help Desk Official (must be completed by Help Desk Official) MARK THE REASON!
PROCESSING PROCEDURES

02728
Reason for Provisional Ballot

(Check ail that apply)

Early voting site
Election Date: or Precinct # Ballot Style (CT voters name doss ot appear on the precinat register and
voter's eligibility cannct be verified.
AM Vr?za'r refutes the supervisor's office confirmation that he or
‘ ) . she Is not registered/eligible.
day of .20 B
Swormn to and subscribed before me this Y Thera s an Indication on the precinet register that the votar

has retumned the vate by mail ballot or has voted in the office
or at an early vating site, but the voter maintains that he or
— She has not voted, even after a call to the office.

Voter did not provide picture/signature identification.

There is an Indication on the precinct register that the voter
has been challenged in this election,

Precinct Manager Print Name Voter is challenged af the precinct.
(Attach copy of challenge).

Voter's ID signature and signature given do not match.
Voter refusad affidavit,

Indication on precinct register that voter's FL DL #, FL ID
card # or SSN s not yet verified by the Department of

Back of the Envelope: Check the box for “Qualified Voter” located in the (e e rbevtonatt ot
legistera &
Reason for Provisional Ballot box. Do not mark anything else. (T ot (rovide comment

X
Help Desk Official Signature Precinct Manager Signature

Help Desk Official Print Name T
| G T e =

Vote cast after 7:00 p.m. due to Imﬂ:fld hours at polis by:

R aumoswod

Tear off the Voting Pass from the EViD printer. Give the Voting Pass and the
Pink Provisional Ballot Envelope to the voter. Direct the voter to the Ballot

Station.

At the Ballot Station During Extended Polling Hours

Follow the procedures for Eligible Voter at the Ballot Station (p. 26). Before
issuing a ballot or ballot card, write an X in the box in the upper right corner
of the ballot where “For Office Use Only” is indicated. Marking an X in this
box will prevent the ballot from being mistakenly cast in the tabulator.

During Extended Polling Hours, you will use the Pink Secrecy Sleeves. Direct i&'«'ﬂ&ﬁ?n only.

the voter to the voting booths and say to the voter, “Once you have marked  on the blank line provided
your ballot, place it back into the secrecy sleeve and slide BOTH the sleeve

and the ballot into the pink envelope and seal it. You may tear off the flap nof e !

to track your ballot on our website.”

Casting a Ballot During Extended Polling Hours
After checking to see that the voter has sealed the pink provisional ballot envelope and carefully removed the
tracking number flap, the Inspector Tech positioned near the tabulator beside the Red Bag will say to the voter,

“Please cast your ballot into the green bag. Thank you for voting!”.

Closing Procedures for Extended Polling Hours
Finish the Closing Checklist (p. 47) for the tabulator by repacking the ballot bin with the unused full ballot pads.

Complete all other closing procedures found in Closing the Polls (p. 49).
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As an election official you perform an
invaluable civic duty by ensuring that all
voters have a positive voting experience.

Thank you for your professionalism,
dedication, time, and service!
Jerry Holland,

Duval County Supervisor of Elections
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Glossary

A-Frame Sign — A large, white, plastic sign used to alert voters to the roadway entrance to a voting precinct.

Americans with Disabilities Act (ADA) — A federal law that sets standards for ensuring that Americans with
disabilities have equal access to public services and facilities.

Assisted Voter — A voter who requests assistance in marking their ballot due to a disability or illiteracy. Assisted
voters may have a person of their own choice assist them or have two poll workers assist them.

Audio-Tactile Interface - An assistive device or hand-held keypad that enables voters with visual, cognitive, or
mobility impairments to mark a ballot.

Emergency Compartment — A locked compartment at the front of the tabulator where voters insert ballots that
cannot be scanned.

Ballot — The official paper, with ovals filled-in by the voter, that contains all the contests to be voted onin a
specific precinct. See also “Ballot Card.”

Ballot Bin— The locked compartment at the bottom of the tabulator that contains the ballots after they have been
scanned.

Ballot Card — The official voter-verifiable paper output of a ballot-marking device used by the voter, that contains
all the contests to be voted on in a specific precinct.

Ballot-Marking Device - The touch-screen technology that produces a paper record for vote tabulation. Provides
all voters with a simple and inclusive method of marking their ballot that conforms to ADA guidelines.

Ballot Style — The type of ballot issued to a voter that is predetermined by the Supervisor of Elections according
to the voter’s registration record (voting precinct and party affiliation).

Ballot Report Form - The form used to account for the number of ballots received, unscanned, spoiled,
provisional, voted (cast), used, and unused at each precinct. This form is completed by the Precinct Manager

and/or the Assistant Manager.

Challenged Voter — A voter whose eligibility to vote has been questioned. Challenged voters may vote a
Provisional Ballot.

Deputy — An Election Worker, deputized by the Sheriff, stationed outside of the polling room who maintains order,
monitors voter line length, monitors the No Solicitation Zone, and who announces the opening and the closing of

the polls.

Drop Zone - The site where designated election officials will drop off red voted ballot bags and precinct supplies
after the polls close.

DS300 — See “Tabulator.”
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Early Voting — As dictated by Florida election laws, a period of 8-15 days when voters can vote in-person at any
Early Voting site in the county where they are registered to vote.

Election Board — All poll workers assigned by the Supervisor of Elections and serving as staff in a precinct on
Election Day.

Elections Center- The location where training classes are held, election equipment is stored, and precinct supplies
are delivered and picked up prior to Election Day.

Election Board — All Election Workers, including the Deputy, that work at a given precinct during an election.
Electronic Poll Book — Device that partially automates the process of checking in voters, assigning them the
correct ballot style, and marking voters who have been issued a ballot. May be used in place of a traditional paper
poll book or precinct register.

Electronic Voter Identification (EViD) — See “Electronic Poll Book.”

EViD Activator — The USB drive that allows an EViD unit to access the Florida Voter Registration database and
check-in voters.

ExpressVote — See “Ballot-Marking Device.”

Florida Statutes - Enacted by the Florida Legislature, all the laws of the State of Florida, including those that
establish the electoral process in Florida.

General Election — An election held on the first Tuesday after the first Monday in November in the even-
numbered years for both, the purpose of filling federal, state, and county offices and for the purpose of voting on

constitutional amendments not otherwise provided by law.

Inspector Tech — A Election Worker trained to check in voters using the electronic poll book, issue ballots at the
ballot station and operate the tabulator.

Manager (Assistant Manager) — The person who oversees a Polling Place. Referred to as a Clerk in the Florida
Statutes.

MiFi Hotspot— A mobile Wi-Fi hotspot used to establish a wireless connection between the electronic poll books
at a precinct and the Supervisor of Elections data center allowing a voter’s status to be checked in real time.

Multipurpose Form — Form that combines the Florida Voter Registration Application, Declaration to Secure
Assistance, Declaration to Provide Assistance and Signature Affidavit into one convenient form.

No Solicitation Zone — As dictated by Florida election law, the area within a 150’ radius from the entrance of the
polling place, and within the polling room, where the solicitation of voters is illegal.

Oath of Person Entering a Challenge - Form provided to voters or poll watchers who challenge another voter’s
right to vote. This form must be completed by the challenger, and the challenged voter must vote a provisional
ballot.
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Overvote — When a voter marks the ballot for more candidates in a contest than the number of vacancies to be
filled.

Poll Watcher — Person designated by a political party, candidate, or political committee to observe the voter
check-in process and the conduct of the election. All poll watchers must sign up by the deadline and must meet

the requirements as provided by the Florida Statutes.

Poll Worker — Trained individual who processes voters, provides instructions on the proper use of voting
equipment, and solves potential problems that voters encounter at Election Day polling sites.

Polling Place — The location and building where voting occurs in each precinct.
Polling Room — The room where voter check-in and the casting of ballots take place.
Precinct — The geographical area that designates where voters go to vote and which ballot they receive.

Precinct Register — The paper list of the names and addresses of every citizen who is registered to vote in a
specific precinct.

Primary Election - The nomination of candidates of political parties as provided by Section 100.061, Florida
Statutes. Held the Tuesday ten weeks prior to the general election.

Provisional Ballot — A ballot cast by an individual whose eligibility to vote cannot be determined. The validity of
the provisional ballot is determined by the canvassing board provided by Section 101.048, Florida Statutes.

Results Tape — The tape that is printed on the tabulator after the polls are closed that summarizes the election
results for a precinct.

Rovers — Field service technicians directed by SOE staff to polling locations to assist with technical issues.

Sample Ballot — Paper or digital examples of each precinct’s ballots that are mailed, emailed, or distributed at SOE
offices that a voter can use to make informed selections prior to voting their actual ballot on Election Day.

Secrecy Sleeve — Issued by the Inspector Tech at the Ballot Station to provide privacy for the ballot.

Service Animal — A specially-trained animal performing work or tasks to assist persons with a disability. Emotional
support animals are not the same as service animals according to Florida statute.

Sign Kiosk — A tri-fold information board located near the Help Desk that includes information, notices and voter
instructions in English and Spanish.

Solicitors - Candidate and/or campaign supporters; petitioners; and news media. Allowed only outside the 150-
foot radius of the No Solicitation Zone.

Spoiled Ballot — A ballot that has been marked in error, torn, or damaged during the election. Placed in the
spoiled ballot envelope and accounted for at the end of the night on the Ballot Report Form.

Tabulator - Voting machine used in Duval County to tally votes, transmit results, and print election reports on
Election Day.
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Universal Primary Contest — If all candidates for an office have the same party affiliation and the winner will have
no opposition in the General Election, all qualified voters, regardless of party affiliation, may vote in the Primary
Election for that office.

Unscanned Ballot — A ballot that was not scanned by the tabulator at the end of the election and will be reviewed
by the canvassing board.

Undervote — When a voter does not make any selections or makes fewer selections than allowed in a contest on
the ballot.

Visual Aid Packing Chart — Color-coded chart identifying the location of all precinct supplies and how to pack the
backs during closing procedures.

Vote-by-Mail (formerly known as absentee ballot) - A ballot that is mailed or picked up in advance of an election.
Provides the voter the option to vote without having to visit an early voting site or polling place on Election Day.

Requested by any registered and qualified voter.

Voter Accessibility Kit — Contains signature guides, sanitary ear and head covers, and other accessibility
resources.

Voter Information Card (formerly known as Voter Registration Card) - A card mailed to each registered Florida
voter listing voter’s name, date of birth, precinct number, party affiliation, voter registration number, date of
issue, districts representing the voter, and polling location. The card is issued for informational purposes only.
Voting Booth — A piece of equipment set-up for voters to mark their ballot in private.

Voter Registration Form — A Voter Registration Application, also known as FVRA form (Florida Voter Registration
Application). This is used when a voter wishes to register to vote or to make a change to their voter registration. It
is found in Section 1 of the Multipurpose Form.

Voting Pass — A ticket given to a voter at check in that authorizes them to receive a ballot.

Write-in Candidate — A candidate who is qualified to run for election by way of the voter writing the name of the
candidate on the ballot.

Zero Tape — Election tape that is printed by the tabulator and verified by the Precinct Manager and the Assistant
Manager or Inspector Tech before voting begins to certify that all races have a zero total.
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